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PREFACE. 


llie plan of this work being somewhat different from that 
of jhose on Book-keeping we already have, a few words in 
justiCcation may be necessary. That justification finds its 
giour.d mainly in the anxiety of the authors to remove, ao 
much as possible, the difficulties nrhiph beset the path 'of 
the young scholar on his first approach to this subject Long 
lists of definitions of terms which are of no immediate use, 
and a formidable array of the books required are, doubtless, 
calculated to have a confusing effect upon his mind. Accord¬ 
ingly, no definitions are given at the outset but such as are 
absolutely necessary. As assets and liabilities are, in this 
country, so often connected w*ith I^ottSy it is necessary he 
should know something of the nature of a Promissory Note 
and an Acceptance. We have, therefore, made some introduc¬ 
tory remarks in reference to them. After this, he is brought 
at once, face to face with the ultimate object of a set of 
accounts; and his every day knowledge and experience, and 
his own good sense, are then chiefly depended on for an 
intelligent appreciation on his part of the best mode of arriving 
at that object. With a view to this, the nature and form 
of an account are explained ; examples are given of the 
separate dirterent accounts showing assets, liabilities, losses 
and gains ; and then a connected series of transactions origi¬ 
nating a connected series of accounts, and resulting in his con- 
iiructing a Double Entry Ledger before he knows even the 
aame of the book. The idea, in tact, has been to cheat him 
into making it unawares. 









PREPAOE. 


Teachers have found that it is difficult to make a pupil 
understand the Journal until he becomes acquainted with the 
nature and disposition of the accounts in the Ledger. It has 
been sought to give him a clear understanding of the Ledger 
accounts, assured that, when he has attained this, every thing 
else will be comparatively easy. The language has been 
made as simple as possible, and far-fetched explanations ol 
ndes for journalizing have been carefully avoided. As ioumai- 
izing is merely expressing in technical form which accounts, 
in any particular case, are to receive entries, and on which 
side, he is independent of set rules, if he understands these 
accounts; which we presume he does if he has properly 
Studied the chapters on accounts, ending on page 30. 

Sets containing a large number of entries—even although 
not difficult—have a tendency to discourage the pupil and 
prejudice him against the necessary work. The earlier sets, 
therefore, have been made short and simple, that he may more 
easily trace the connection between the corresponding entries 
in the various books, and arrive at the ultimate result without 
becoming fatigued and perplexed with the extent and difficulty 
of his task; while a sufficient number has been given to exer¬ 
cise him thoroughly in the opening and closing of books. 

As other special features, the attention of the reader maybe 
directed to the method given in Set HI., Single Entry, oj 
testing the correctness of the Ledger, and to a more complete 
rjtplanation than usual, in the last two sets of Double Entry, 
of the management of Bills. 

The teacher is earnestly recommended not to allow the 
pupil to pass the 30th page until he clearly understands the 
nature of the Ledger accounts. In working out the sets, the 
pupil should make all the calculations for himself whether given 
in the l^ok or not, and he should draw out in proper form 
the vanous notes, etc., connected with the diflferent sets. 
Legibility and neatness also should mark his work. 










PREFACE. 


Believing that our adoption of the analytic method of intro¬ 
ducing the subject will commend itself to our fellow-Canadian 
teachers, we now submit the work to them in the hope that 
a judicious and faithful use of it may be instrumental in instill¬ 
ing into the minds of our youth correct principles on the 
subject of Book-keeping, and in preparing them for a more 
extended study of it than the limits of the present work will 
admit oi. 

























PART L 


SINGLE ENTRY 
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ClrAFTER L 


INTllODUCTORY 


If goods Jirc sold by Robert Smith to John Jones, "withoQt 
being paid for at tlie time, they are said to be sold on credit. 
There may be simply a general understanding between the par¬ 
ties that me goods are to be paid for in one.month, two months, 
&c., as the case may be ; or John Jones may give a ivi'iUen 
’promise in somewhat llie following lorm :— 



A promise written in this foim is called a Promissory 
Wole, and this particular one would be called John Jones' note. 
In the former case, it is usual to say the goods are sold on account^ 
in the latter that they are sold on note. In either case a debt 
is created on the part of John Jones. As, therefore, when we 
sell on credit, we may sometimes receive our debtor’s note, and 
sometimes not, the debts owing to us are naturally divided 
into tw’o classes •— _ 

I. Debts owdng to us, for wdiich we have received the 
debtors’ notes. 

II. Debts owing to us, for which we have not received 
the debtors’ notes. 

As, similarly, we md^fhuy on credit, sometimes giving ou7 
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note, sometimes not, our debts are naturally divided into two 
classes : 

I. Debts owing by us, for which we have given our 

notes. 

II. Debts owing by us, ^or which we have not given our 

notes. • 

There is another form in v hich John Jones may promise to 
pay the money, liobert Smith may write something like the 
following :— 

monlAs c/ctlej ^ oi 

0n€ ^fLi/ndieci and ua/ii4 

itceitied. 

This is called a draft, and is in no way binding on John Jones 
until he has expressed his willingness to pay the amount by 
writing across the face of it the word accejpted, and his name, and 
delivered it to Kobert Smith. ^Thus— 



It is now an Accepted Draft, or more shortly an Accept¬ 
ance. It is equal in effect to the Promissory Note, and differs 
only in form. So that when we speak of debts owing to us, 
for which we have received our Debtors* Notes, the pupil may 
if he likes, say notes or acceptarocesy 

"V^Hieu we sell goods to a person on credit, we have several 
advantages in getting his note. By reading the note carefully 
the pupil wdll see, first, that it is an acknowledgment of the 
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debt; second, that the time of payment is definitely fixed. We 
liave also this advantage, that we can sell it like any other kind 
of property. We can pay it to another person for a debt we 
owe him, or we can get it discounted at the Bank—a process 
which it is not at present necessary to explain. 

It may be mentioned in passing, though the pupil need not 
trouble himself about it at present, that three days are allowed 
on all notes made payable at so many “ days or months after 
date,” beyond the time indicated for payment on the note. So 
that John Jones’ note would not be due until three days after 
the lat September. These days are called days of grace. 


CHAPTER IT. 

THE OBJECT OF BOOK-KEEPING. 

In solving any arithmetical problem, the first thing we do is 
to seek to have a clear conception of what is required to be 
found, and then to examine if we have sufficient iiifoi mation 
given to enable us to bring out the required result. 

If the study of Book-keeping were taken up in the same 
manner, much of the difficulty usually attending it v/ould dis¬ 
appear. The thing ultimately required to be found from a 
trader’s set of books is^ his financial position. And how 
is this ascertained 1 Most persons—even young persons—are 
familiar with a statement sometimes found in newspapers that 

Mr.-, not being able to meet his payments, has called his 

creditors together, in order to lay before them the state of his 
affairs. In such a case, the two most important questions to 
the creditors are; ‘‘How much does the trader owel” and 
“ What has he that he can apply to the payment of his debts 1 ’’ 
or, as it is generally expressed, “ What are his liabilities ? 
and “ What are his assets ? ” If his books have been correctly 
kept, they will furnish an answer to these questions. 

A trader’s assets, so far as his business is concerned, will 
generally be somewhat as follows ;— 

Cash in hand. 

Merchandise in hand. 
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Debts owipg to him for which he has recived his customers* 
notes. 

Debts owing to him for which he l)as not received his 
customers’ notes; 

liis liabilities will be— 

Debts owing by him for which he has given his notes. 

Debts owing by him for which he has not given his notes. 

In examining the nature of the dilTerent assets, it will prob¬ 
ably be suggested to the mind of the thoughtful pupil that the 
debts owing to the trader can hardly rank with cash in the 
payment ot his own debts, and he may possibly be reminded 
of the old saying, A bird in the hand is worth two in the 
bush.** ^This is true, and it is accordingly usual, in estimating 
a trader’s assets, not to reckon the debts owing to him at what 
his books show them to be, but to make some deduction on ac¬ 
count of the uncertainty of all of them being good, or rather 
of the almost absolute certainty of some of them being bad. 
To take this into account at present, however, would only em¬ 
barrass the learner. We wifi, therefore, for the sake of sim¬ 
plicity, suppose them to be good. 

The assets and liabilities being known, we have all the in¬ 
formation necessary to determine the tradei-*s financial standing. 
If his assets are greater than his liabilities, he is wmihiwst the 
difference ; ii his assets are only equal to his liabilities, he is 
worth nothing ; if his assets are less than his liabilities, he is in¬ 
solvent. 

Suppose, in the case referi-ed to, that the trader’s financial 
position has been ascertained from a comparison of his assets 
Avith his liabilities, another very natural enquiry on the part of 
the creditors presents itself—How has this unfortunate state 
of things been brought about?” If his books have been 
properly kept they will answer this question also. They will 
show how he stood at some former period—say twelve months 
ago—what profits he has made from sales since, what losses he 
may have sustained, and Avhat expenses he may have incurred 
for the carrying on of his business since. 

It is clear that, if his profits from sales have been greater 
than all his expenses of various kinds, there has been a net 
gain, and his former capital has been increased by so much. If 
his profits have been only equal to his expenses, he is just where 
he was ; Avhile, if his profits have been less than his expenses, 
there has been on the whole a loss, and his former capital has 
been lessened by so much and if liis net toss has been greater 
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than tlie amount of his former capital, that capital has eiitirci} 
disappeared, and he is worth —less than nothing. , , , « 

■ A trader’s books, therefore, should furnish two kinds O* 
information. One of these, the present assets and liabilities, 
will show his present financial position without any reference 
lo ^formerperiod. The other, by taking into consideration Ins 
[)Osition at a former period, and his gains and losses slncey^^ ill 
show how from that former position he has arrived at his pre¬ 
sent one. And, further, as the result must in each case be the 
same, agreement in result may be considered some proof of its 
correctness. 

In order to illustrate the preceding observations, we will 
suppose the following to be given as a question in simple 

Arithmetic. . i i. v 

A trader’s books contain statements showing that he began 
business January 1st, 1876, with $1,300; that he has to-day 
(June 30th, 1876), cash in hand, $500 ; merchandise in hand, 
$1,000 ; that there is owing to him $400, for which he holds 
notes, and $300 for which he does not hold notes ; that he 
owes $350 for which he has given his notes, and $200 for 
which he has not given his notes. His profits from sales have 
been $480, and he has expended for rent $80, and tor sundry 
other things—as cartage, stationery, clerk-hire, &c.—$50. Re- 
([Hired his present net worth. ^ i • 

The intelligent pupil will perceive that there are, in this 
([uestion, two distinct classes of data, from either of which 
alone he can determine the present net worth, and as the ques¬ 
tion stands he is at liberty to take his choice. Let him, how¬ 
ever, take first the present assets and liabilities. 


ASSETS. 

1 

LTABILITIKS. 


(".ash in hand. 

$500 ! Debts owing by him for which 

$3.50 

Mdse in hand. 

1000! 

he has given his notes .... 

Debts owing to him for wliich 
he holds his customers’ 

i 

Debts owing by him for which 
i he has not given his notes 

200 

notes. 

Debts owing to him for which 

400 

Total liabilities. 

$550 

he does not hold notes.... 

• Total assets... 

Total assets .. 

300 

$2200 

. $2200 


,, liabilities .. 


. 5.50 


Present net worth 


.$1650 



Taking now the original capital and the subsequent gains 
and losses, we have— 
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Profit from sales. $4i50 

Expended for rent. ^80 

Sundry other expenses.. 50 

— 130 

K'e^gain . 3.50 

Original capital . 1300 

Present net capital, r. $1050 


From the foregoing, the pupil will see that a trader’s hooka 
should contain statements, in ^ome shajpe or other, showing : 


Ills Pi :esent Assets . ^ 


His Present Liabilities... «■ 

^ I 

I j f His Capital at some former period. 

\ His Gains and Losses since. 

From each of these the present financial position is de¬ 
termined : from the first, by a simple view of the business as it 
now stands, without any reference to a former period ; from tlie 
second, by taking note of the position at a former period, and 
of the gains and losses since, without knowing anything of the 
cash we have in hand, or the debts owing to or by us new. 

The pupil will do well at the very outset to have a clear 
comprehension of the goal he is aiming at in keeping a set of 
accounts. If he does this, and maintains that goal constantly 
and steadily in view, he will have little difficulty in devising 
the means himself of attaining to it, or else in intelligently ap¬ 
preciating those proposed by others. 


Cash in hand. 

Mdse in hand. 

Debts owing to him, 
on others’ notes. 

Debts owing to him, 
not on notes. 

Debts owing by him, 
on his own notes. 

Debts owing by him. 
notl on notes. 
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CHAPTER in. 

THE NATURE AND FORM OF AN ACCOUNT. 

We have said in the precedihg chapter that a trader's books 
should contain statements, in some shape or other, showing 
what is owing to him, what he owes, how much cash there 
ought to be in hand, the merchandise still unsold, and the 
various gains and losses. 

We have now to consider the nature and form of these state¬ 
ments, taking as an example the one showing how much cash 
there should be in hand. Evidently, if we have the cash re¬ 
ceived and paid at various times given, we have sufficient data 
for our purpose. 

Suppose that on the 1st of June we had $20 in hand, on the 
2nd received $50, on the 3rd paid $30, on the 5th paid $10, on 
the 6th received $80, and on the 7th paid $15. Required the 
cash in hand. 

If this question were given to a class without any instruc¬ 
tions as to how they were to arrange the items, we should prc 
bably find three or four different methods adoptecL 

FIRST METHOD. 

/ ^{u/t 

2 §Rtcclvc(l cad/t 

ofn Aand 

3 cctdfi 

' /na.d 

3 dPcud cadA 

oAn /iOi}d 

^ cadA 

A and 

^ 7Pc(id MdA 

^odA tn Aitnd 


S30 

SO 

“77 

30 

^cr 

40 

30 

Ao 

i^O 
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SECOND METHOD. 


/ In Aa^nc/ 

2 ^Recetuct/ cad A 

3 ^utci cadA 

5 cad A 

6 ^Aeceivec/ cadAi 

^ ^aicl cadA 


^odA in Aan<f 




30 


- 

30 

jr 

iO 

&0 


'jr 

id 

i30 

33 


33 


THIRD METEOR 


^odA. 


I 

/ j 

Act/ncA 

20 

00 

^inc 3 

^AktitA 

30 

00 


^!A.€CCIV€c/ 

30 

00 

3 

^aifA 

iO 

00 

6 


^0 

00 

7 

SPauA 

i3 

00 

/, 

%€uA.in AancA 

i30 

33 

00 

00 

00 



33 

00 


All these plans come to the same thing, and each has its 
peculiar advantage. We will not at present specify these ad¬ 
vantages, but will adopt, with a slight modification, the third 
method in our further explanations of the different accounts. 
We will put Dr., the contraction for debtor or debit, on the 
left hand corner at the top, and Gr., the contraction for credi- 
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tor or credit, on the right hand corner. Also, instead of 
subtracting the smaller side from the greater, ^ve will add 
sufficient to the smaller to make it equal to the greater. 

St . . ’iSa.il 


/S/i-. 1 

Aa-iic/ 

20 

00 


i 

30 

00 


^A.cc€tueci 

SO 

00 

. i 

j /o 

00 

' 4 

^ece€V€</ 

SO 

00 

/ 

j 

j /s 

00 


/ 

/ 




Aa*ir/ 

S3 

F 

00 

00 



/so 

00 



/so 

00 

• 









Any of the foregoing arrangements of the items is called an 
Account. When we divide the account into two sides, as in 
the third method, the left hand side is called the debtor oi 
debit side, and the right hand side is called the creditor 
or credit side. When we make an entry on the left hand 
side we are said to , debit the account, and when we make an 
entiy on the right hand side we are said to credit the account. 

This arrangement of the items of an account is the one 
usually adopted, except as regards the explanatory words in. 
the wide column, which for our present purpose is of no 
moment. The essential part of this arrangement is the col¬ 
lecting on one side all the cash received, and on the other all 
the cash paid. 

In reference to this arrangement, the enquiring pupil who is 
anxious to know the reason of everything he does, may very 
naturally ask if it would not be just as proper to put the cash 
received on the right hand side and the cash paid on the left. 
We answer, yes ; so far as the ultimate object of the account 
is concerned, there is no reason why one plan should be adopted 
in preference to the other, except that it is the custom, and 
therefore we must follow it. 

In like manner, if we make a statement of the value any 
])erson lias received from us or delivered to us at various times, 
we can ascertain bow he stands related to us as Dr. or Cr. 

9 







































BOOK-KEEPINQ. 


buppose John Jones buys goods from us June 1st, 1876, 
amounting to $120 ; 2nd, Pays us $30 ; 3rd, Buys goods from 
us, $200; 5th, Sells goods to us, $150 ; 6th, Pays us cash, $20, 
Does John Jones owe us, or we him, and how mush 1 
Arranging according to the third method, we have—r 



^ ^ ^ 

^ ^ ^ 

00 


1 


^ ^ 

5^ 

^ s- 


1 / 


'S 

N? ^ 

O 1 

^ ^ ^ 

^ ^ 

1 

5 

• ^ 


' V 


1 

1 

* 1 



^ Si 



§ 1 




II 

s, 
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The use of the words Debtor and Creditor in connection with 
the name of a thing, as cash, will no doubt present some diffi¬ 
culty to the pupil's mind. He can easily understand John 
Jones-being Debtor, but he cannot see the propriety of Cash 
being Debtor. Strictly speaking, these terms in their original 
import refer only to persons. In busi7iess, a person receiving 
value without giving at the same time an equivalent becomes« 
debtor, the giver of the value being the creditor. The terms 
receiver and giver, debtor and creditor, are correlative terms ; 
i.-e., they are so related that one cannot exist without the 
other. There cannot be a receiver without there being a giver, 
nor a debtor without there being a creditor. The application 
of the terms Dr. and Ci. to things is called by one writer ‘‘ a 
beautiful fiction,** and various reasons have been given to jus¬ 
tify the application. But the beginner will do well not to 
trouble himself unduly about this matter. He may at present, 
if he likes, consider them as merely giving names to the two 
aides of an account. He will, however, observe that as an entry 
c»n the Dr. side of Cash Account indicates that we have re¬ 
ceived Cash, so an entry on the Dr. side of any other account 
in the name of a thing will indicate that we have received the 
particular kind of thing represented by the name of the account. 
Thus an entry on the Dr. side of Bills Keceivable Acct. will 
indicate that we have received another’s note. And as an entry 
oia the Cr. side of Cash Account indicates that we have parted 
with Cash, so an entry on the Cr. side of any account in the 
name of a thing will indicate that we have parted with the par¬ 
ticular kind of thing represented by the name of the. account. 
Thus an entry on the Cr. side of Bills Eeceivable Account will 
indicate that W0 have parted with another person's note. 

The pupil will now readily see that 

Cash in hand may be shown by arranging the Cash received and 
paid under the. head of Cash. 

Others' Notes in hand {L e., what is owing to us for which we 
hold Others' Notes), by arranging all such notes received 
and those of them which we afterwards dispose of, under 
the head of Bills Receivable. 

Others' Notes out against us {L e., what we owe for which others 
hold Our Notes), by arranging all such notes issued and 
those of them which we afterwards redeem, under the 
head of Bills Payable. 

- CN 
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IHiat is dwing to us or by us for which no have been received 
or given by us, by arranging the value the person re¬ 
ceives from us, and delivers to us, under his name, as 

John Jones. 

' The Gain or Loss on the Sale of Goods^ by arranging what they 
cost and what they are sold for, nnder the head of 

Merchandise. 

The Expenses of the Business, by arranging - the various outlays 
for rent, fuel, gas, taxes, stationery, c^’C., under the head 
of , Expense. 


CHAPTER IV. 

EXAMPLES OF ACCOUNTS. 

The student is reminded that when we receive anything, 
as Casii, Others’ Notes, Onr Notes, Mdse, <fec., an entry must 
be made on the Dr. side of the account representing the par¬ 
ticular kind of thing received, and when we part with any of 
these things, an entry must be made on the Gr. side. 

When a person receives value from us without giving us 
an equivalent, we must debit his account; when he delivers 
value to ns without receiving an equivalent from us, we must 
credit his account. 

If Robert Smith buys goods from us, it does not matter, so 
far as the statement ortho fact is concerned, whether we say 

Robert Smith has bought goods from us,” or We have sold 
goods to Robert Smith.” In the first expression our attention 
is more partic’diwly directed to Robert SmitlTs part in the trans¬ 
action—what he has done ; in the second, to onr part in the 
transaction—what we have done. And it will very much 
conduce to a clear understanding of the application of the terms 
Dr. and Cr. to accounts representing things, if, when ^ve are 
liealing witl\ one of t4iese accounts, we consider mainly our 
part in the transaction, as receiving or giving ; and when we 
are dealing with a i^ersonal account, as Robert Smith, we consi¬ 
der mainly his part in the transaction, as receiving or giving. 
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ITEMS FOR A CASH ACCOU^'T. 

June 1st, 1876, Cash in hand $500. 2nd, Bought Mdsefoi 
cash, $300. 3rd, Keceived cash from Abel Adams on acct., 
$80. 5th, Sold Mdse for cash, $120. 6th, Paid for sundry 
expenses, $50. 7th, Keceived cash from Benjamin Bond, in 
payment of his note, $100. 8th, Paid cash to James Heaton 
for our note, $130. 9th, Borrowed from Charles Coleman, 
$150. 10th, Paid Daniel Dunn on acct., $400. 

Required amount of Cash on hand. 

EXPLANATION. 

Dr. \ f vjr. 

Cash in hand. f ^ , ) 

A-11 Cash afterward L * j All Cash paid, 

received. ) \ 

The difference between the two sides will show Cash in 
hand. 


M. %a6l %. 










funt / 

\^'n Aand 

500 

00 

2 

^old 

300\ 

00 

^ 1 
3 

^ecMved 

^0 

00 



30 

00 

1 

1 ^cceittfcl 


^00 



/30 

00 

/; 


^00 

00 

^0 

^atd 

^00 

00 

?\ 


^50 

00 



- - 

— 







^^0 

00 





^4./^ 0 

cn Aanci 

70 

00 



^50 

00 



750 

00 










ITEMS FOR AN ACCOUNT OF OTHERS* NOTEa 

1876, June 1, We have on hand Frank Ford*s note for 
$350. 2, Received George Gunn*s note for goods sold him, 

$280. 3, Got F. Ford*s note discounted, $350. 5, Received 
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Henry Hunts note at one month for balance of his acct., $130* 
8, Sold goods to Isaac Inman on his note $120. July 8* 
Henry Hunt has paid his note of June 5, $130. ’ 

Required how much is owing to us on Others^ Notes. 


Dr. 

Others’Notes in hand. 
‘‘ ‘‘ ^ after 

M'ard received. 


PLAN. 

Bills 

Receivable. 




The difference shows Others' Notes in hand. 


Cr. 

Others’ Notes dis¬ 
posed of. 




2 

0n itctiici 

3S0 

2^0 

‘/SO 

00 

00 

00 

^t-ne 3 


330 

/30 

00 

00 

6 


/20 

00 

< 5 * 



00 






in Aa^xci 

400 

00 



^^0 

00 


• 

^^0 

00 


ITEMS FOR AN ACCOUNT OP OUR OWN NOTES. 

June 1, 1876, Note outstanding, favor of John Jones, 
$200. 2, Gave our note to John Lord for goods bought, |350.' 

3, Accepted Charles Coleman’s draft on us at two months for 
balance of account, $190. 5, Paid Cash to John Jones for our 

note, $200. 6, Bought goods on our note from Mark Main, 

$270. Aug. 6, Paid our acceptance, favor of C. Coleman' 
$190. Required amount of Our Notes outstanding. 


PLAN. 

( Cr. 

Bills J OurNotesoutstanding 
Payable, j Our Notes afterward 
V issued. 

The difference shows Our Notes outstanding. 


• Dr. 

Our Notes redeemed 









































BOOK-KEEPING. 











^tiie 3 


200 

00 


^u/dtanc/uf^ 

200 

CO 


0l€c/€^7n€€/ 


00 

2 

Q^Jfiaec/ 

3oO 

00 





3 

Q^ddaec/ 

^OjO 

00 



3^0 

00 

6 


X^JO 

CO 

(> 


620 

00 








00 



^ 0^0 

00 










ITEMS FOR A PERSONAL ACCOUNT. 


1876, June 1. Nathan Newton owes us $150. 2, Sold him 
goods on account, $200. 3, Received cash from him on account, 
$100. 5 , Sold him goods, $320. G, Bought goods from him, 
$260. ^ 

Is N. Newton our Dr. or Cr., and for how much 1 
PLAN. 

) ( Cr. 

The value N. Newton V N. Newton. ^ The value N. Newton 
•eccives from us. j ( delivers to us. 

The difference show^s how much he owes us, or we owe him, 
as the case may be. ’ 


4 

to 



^vne 3 





( i 

/so 

00 


itd va/tte 

700 

00 

2 




6 





1 fjrt/at^iOTnu^ 

200 

00 


ud tia/tce 

260 

00 

3 

icccitied 
UaAu^l€ 77 t cU 








320 

00 

• 


360 

oe 





6 

<^/e OitLtd lid 

3/0 

00 

\ 

1 

6jo 

00 



S'/o 

00 
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SECOND EXAMPLE. 

1876, Jane 1. We owe Oliver Owen, $500; 2, Bought 
goods from him, $260; 3, Paid him cash, $300 ; 5, Borrowed 
from him, $150; 6, Paid him cash, $270. 

Is Oliver Owen our Dr. or Or., and for how much 1 


^/cvei 


1 








3 

<^ad ieceiue^/ 




to 



• 

ixrt/ur ad 

SCO 

00 


/a^n 

500 

00 


Ifceiaed 




(^fad c/e/itt </ 




ua.^i€^i<m\ ad 

Zfo 

00 


<fd va/ue 

260 

00 





' 0 

?^ad cle^ttci 





SJO 

00 


ud ttaAu 

t 50 

00 


l^e cojts Xcf»i 

34 C 

00 








00 


' 

pc 00 










ITESIS FOR AN ACCOUNT OF THE GOODS WE DEAL IN. 

1876, June 1. Value of goods on' hand, $1500 ; 2, Bought 
Flour for cash, $380 ; 3, Sold Flour to Samuel Smith on ac¬ 
count, $690; 5, Bought butter from Robert Ridgway on our 
note, $670; 6,'Sold butter to Thomas Turner on his note 
$180 ; 7, Sold remainder of goods by auction, $1600. 

Required the gain or loss. 


PLAN. 

Dr. Cr. 

Cost of goods on hand. ) sold for. 

Cost of goods bought > '\ of goods on hand 

since. j ( (if any). 


The difference will show gain or loss, as the case may be. 
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oJiei cAanc/ide. 



i 






^ine /j 

^oceli on /land 

^300 

00 

^ine 3 

■srjj 


dBoa^/U 

3^0 

00 

6 


5 


6']fO 

00 

7 

S’JJ 



2J50 

00 





220 

00 




- 

Zf/O 

00 




■/^oo 


2y'/0 


00 

00 

00 


00 


SECOND EX.VMPLE. 

1876, June 8. Goods on hand, $800; 9, Sold goods for 
cash, $300 ; 10, Sold goods to James Smith on his note, $200 ; 
12, Bought goods from Charles Adin, $1200; 13, Sold goods 
to John Brown on account, $400 ; 14, Goods remaining worth 
$ 1000 . 

Required the gain or loss. 









• 


^m€ / 

(^n, /and 

^00 

00 

^^^nt 0 

^o/J 

300 

00 

^2 

dBcu^/U 

^200 

00 


^o/J 

200 

00 





/s 

M/c/ ! 

J^OO 

00 






^n /and 

^000 

00 







^^00 

00 






2o4d 

^00 

CO 



2000 

00 



2000 

00 

* 



. 


' 
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BOOK KEEPINQ. 


ITEMS I\)K AX AOCUUXT OF INCIDENTAI, EXPENSES. • 

, Stationery, $15; 30, Paid Clerk’s 

salary, $»0 ; Paid rent, !j30; Paid gas bill, $6 ; Paid laxos, $4. 


Dr. 

Cost 


} 

f 


PLAN. 

Expense. 


( . Or. 

^ Returns, if any. 

(C'x/ie'ivie. 





1 

1 


^UHe / 



00 


30 

^6/ei.4U 6u£:i\u 

40 

00 


« 

Men/ 

30 

00 


a 



00 


a 

<s7a4xe4 

4 

00 





00 






\ 


Haring laid down the general princinle that an entry on th« 
• j®in the name of a thing as merchandise 
indicates that we have received the particular kind of thina 
represented by the name of the account, the pupil may be led to 
thiiik the principle at fault in the case of Elxpense Acct It 
IS, however, true, that every entry on the Dr. side of this ac¬ 
count indicates something received by us. In the case of 
^ationery and gas there can be no question. We received the 
Clerk s services for the salary paid. We received use or 
occupation of premises for the rent paid. We received cer¬ 
tain CIVIC privileges for the taxes paid. And if we choose 
to repre.sent all such things received by the word Expense, then 
die pnnciple holds good in this case, viz., that an entry on the 
Dr. side of Expense Acct, indicates something received 
necessary for tile conuucting of the business. 
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CHAPTER V. 

EXAMPLE OF CONNECTED ACCOUNTS^ 


The pupil can hardly fail to see how much the practice of 
Book-keeping depends upon a knowledge of the nature and 
objects of accounts. Book keeping may, indeed, be called 
Account-keeping, and the book-keeper himself an accountant 
In the examples of the various accounts in the preceding 
chapter, there was no mutual dependence of one account upon 
another. We purpose now to give a series of connected trans¬ 
actions, which will, of course, give a series of connected 
accounts, from which, wdien completed, may be derived cer¬ 
tain definite results, showing the Assets and Liabilities, the 
Gains and Losses, of the business; and through them, its 
financial position. 


aIemoranda of transactions. 

1876. 

J une 1. Invested in the business . . 

2 . Bought goods from Abel Bond . 

3. Bought stationery for use, from Chas. Dunn 

5. Sold goods to GeorgeTlunt... 

6. Sold goods to Edward Forbes.. 

• 7- Keceived cash from George Hunt, on account 

8 . Paid cash to Abel Bond, on account . 

9. Received cash from EdwVl Forbes, on account 

10 . Sold goods to Edward Forbes... 

12 . Gave my note to Abel Bond, on account ... 

13. Sold goods to George Hunt. 

14. Received from Edw^d Forbes his note on acct. 

15. Bought goods* from Abel Bond . 

- 1 ^ 6 . Sold goods to Edward Forbes.... 

.•17. llec'idved cash from Edward Forbes, on acct. 

19. Received from George Hunt his note on acct. 

20 . Received cash from Edward Forbes, on acct. 

21 . Gave my note to Abel Bond, on account ... 

22. Paid cash to Abel Bond, on account . 

23. Due to Mark Newton, for rent . 

Value of mdse unsold, as found by taking 

stock, June 24th, 1876, $650.' 

Required the net worth on the 24th of June, 

19 


$ 15 00 
800 00 
10 00 
200 QO 
100 00 
150 00 
140 00 
80 00 
400 00 
300 00 
260 00 
250 00 
1000 00 
600 OQ 
100 00 
200 00 
500 00 
500 00 
600 00 
40 00 
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The instructions already given with each account as to the 
kinds of entries made, are here arranged in a tabular form, 
which will be found very convenient, both for study and 
reference. 


Dr. Entries. 

Accounts. 

Cr. Entries. 

I 

^Differences. 

Withdrawals. 

Capital. 

Investments. 


Received. 

Cash. 

Paid. 

Cash in hand 

Others’ notes 

BilisReceiv- 

Others’ notes Others’notes 

received., 

able. 

( -disposed of. 

in hand. 

Our notes re¬ 

Bills Pay¬ 

Our notes is¬ 

Our notes 

deemed. 

able. 

sued. 

outstanding. 
/ What he 

Value he has re¬ 
ceived from us. 

Abel Bond. 

Value he has 
deliv’d to us. 

J owes us, 
\ Or, We owe 
( him. 

Cost. 

Merchan¬ 

dise. 

.'Returns. 

1 

Gain or Loss. 

Cost. 

Expense. 

Returns. 

Loss. 


The pupil will obvserve one account in the Table which we 
have not mentioned betore, namely, Capital Account. It is 
more frequently called Stock, and sometimes, by the Pro¬ 
prietor’s Name. In this exercise the pupil is directed to 
call it by his own name, considering himself as the proprietor. 
He will treat it like that of any outside party, crediting it 
when he puts anything into the business, and debiting it wjien 
he gets anything out of the business. 

He will make out the necessary accounts on a sheet of paper, 
and compare his work with that in the book afterwards. There 
are two ways in which he can do the work, and we would 
advise him to do it in both. He can take one account—say 
Cash—and, picking out all the cash received and paid, finish 
it. Take another, and finish it in the same way. Or, he can 
write the headings for all the accounts, and then taking the 
first entry in the Memoranda, enter $15 on the Dr. side of 

^0 
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<'.5ash, and the same amount on the Cr. side of the account 
beaiing las own name. Then take the second, and enter $800 
on the Dr. side of Merchandise, and the same amount on the 
Or. side of Abel Bond. And so on, to the end. Each way has 
its advantages; but for the sake of certain lessons to be learned 
from the latter mode, we would urge the pupil to let this 
method have his particular attention. 

One more direction, and he may set to work. In making 
entries in the accounts representing things, write the name oj 
(he person from whom received, or to whom delivered; and in 
making entries in accounts of persons, write the name oj Ihi 
thing they have received from you or delivered to you. 
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( i ) 


j 

- 


! 

i 




^itne / 1 

P. 

name 


00 

^pune d Q^Jdei ^ona 

.^40 

00 



00 

22 

OJ^ScA^ond 

(;C0 

00 

’ 1 

' fi 

Se/ftt'e/ ^'oi.Ac4 

^0 

00 





// 

We/ia^ c/ (^o\Sc6 

dOO 

00 



^4C 

00 

j 

ili^^olSe^ 

soo 

00 

2Jj 

Aland 

• 

^OS 

CO 

1 

1 

dyd 

00 



S4S 

00 










(^) ^i/d ^iecemadfe. 



^l, (3) ^i/A 0^ci^a Afe, ^i. 



0addia%^din^ 

/ 

/ 

^00 

00^ 

^dj6, 

^ine -/ 2 
2/ 

Q2iAr/^cnd 

QjdAe/dBond 

300 

300 

00 

00 


400 

oo\ 

1 



4oo 

00 




1 
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sooK-KEfitma 


§^l. (4) 




e. 




























































































. (V 





(^) ^unn. 





1 


1 

-- 


^tt'e 2^/ 

ota€ 

^0 

00 

^une <9 

<£^la^Wiftl^ } 
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^ ^a'^t€ii6f J 

/f 

cc 


24 
































































































book-keeping. 





(ic) % 


e 


nL 


5 Q/filie 

/ J oJlvlu 


200 \ 00 
26 o\ 00 


^une 'YA 

c/ / , . . , f 

^Uu iee’Au 


2JY CiVt4 iU 


JtiO 00 


^50 

200 


330 

Y/0 


00 

00 


00 

00 


^6o 


00 


YYi. (11) oJiaii oMtvYon. 








40 00\ Jiwe24 


<ijfhlemised 

' /Z) . ' 

(i€m6e 


4 f 


00 


35 
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1 rr.-, 

of June Let hTm fi.=; V ® Position on the 24th 

Liabiiirie..^“k " r'""?‘ “f "“ “ 

the set. JiumDers reter to the particular accounts in 


Assets. 



Liabilities. 


Q. Vo. 6 

* OioeS on 

^00 

7 

oto €6 SBond^ 



oti accon/ti/ 

260 


et<j^ 3 ^u.nfi^ 



C'lt €tC^M^)U 

/<? 

// 

ot^€A ©/^ oA^ia^ 

1 

0 >X uccomti 

^0 

1 


///^ 


iixoilA 

3^ 

1 




o.Sii'’. .s™ “ “"“'tio,, with ,h. 



^aiit yn</.ie 

4-/0 

3 

ej^ietide 

30 


j qAA./^ a<pi 

360 

6 

(^li^Cuu/cct/U^u/ 

/3 


ttfj tuoU/l 

3^3 


2Q 
























































BOOK-KEEPINQ. 


The account, No. 6, in the name of the pupil could not be 
closed until the Net Gain or Net Loss, as the case may be, had 
been ascertained. The first entry is intended to show how 
much he put into the •business, that is^ the Financial Posi¬ 
tion at the beginning of the period under consideration; and 
the last or closing entry, the Financial Position at the end. 
The former is already shown. To show the latter, if there has 
been a net gain, it must be entered on the credit side, thus 
increasing the Original Capital; it there has been a net loss, it 
must be entered on the debit side, thus lessening the Original 
Capital. The difference between the two sides will then show 
the Net Capital at the end of the period. The result of the 
business in this case has been a net gain of $360. The account 
when closed will, therefore, appear as follows ;— 







SPiedtnt net 
ea^Ua/ 


(pupil’s name.) 








^i/ne / 

^adA 

3'/3 

€€ 

2A 

oA^el ^aln 

3J5 

00 




— 





3(>0 

00 

00 


00 




The pupil will see that in finding his Net Capital from /the 
second class of data, not one of the first class was required, 
except that of the unsold merchandise. This, of course, was 
necessary in order to find the gross gain from sales. He had 
no need to know the cash in hand, nor the notes outstanding, 
nor what was owing to him, or by him, on account. 

He will also notice that the latter mode is much slmier 
than the former. If he had done business with five hundred 
peraons instead of five, as above, the first method would have 
been materially lengthened, while the same three accounts 
still have sufficed for the second method. 

As the same result—the Net Capital-^is obtained from two 
different classes of accounts so very nearly independent of each 
other, a strong proof is afforded of the accuracy of the work. 































BOOK-KEEPIXO. 


f c«n'>ectofl business fransac- 

difference of their sides, the two classes of data necessary for 
a double statement of the financial position at the end of the 
period embraced by those transactions. Let the student not 
leaTO this exercise until he thoroughly compreliehds every part 

notked—preceding exercise, the pupD must have 

I. That for every transaction, he made an entry in two 

accounts. ^ 

TTT entries were on opposite sides. 

Ul. that they were equal in amount. 

h or example, the ^atement, June 1st, of the investment 
gave an entry on the Cr. side of the account in his own Mme 
and one on Dr side of Cash to the same amount. The p™ ! 
chase of goods from Abel Bond, on the 2nd, gave an entry^n 
the Dr side of Mdse, and one on the Cr. side of Abel Bond’s 
account to the same amount. He has, indeed (and, perhaps, 
without knowing it), been making a Double Entry Ledger. 

How, m the particular exercise here given, as all the trans¬ 
actions are on credit, one of the entries inkachcase was neces¬ 
sarily in a personal account, and the other in an account 
representing a thing. Common sense will tell him he can- 

personal accounts ; he 
may (though he had better not) dispense with the entries in 
the accounts representing things. Had he done so, he would 
hav6 had a Single Entry Ledger. 

22^25^ >!«* containing the accounts (page 

lE j-ff so as to assist him in under¬ 

standing the difference between the two methods. The second 
opening, taken alone, is Single Entry; both openings, taken 
together, constitute Double Entry. In the former, he debits 
and credits only persons ; in the latter, he debits and credits 
both persons and things. And by “ things ” we mean 
not only material, tangible things, Lch as cSh, merSian 
dise, notes, but also any accommodation or advantage 
to which, in business, a money value is attached, as use of money 

premises (rent), senices oj 

The learner will have anticipated the definition, of the book 
called the Ledger. Besides this, other books are used, of which 
he will be shortly informed; but the Ledger is the principal 
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book, all others being for convenience, and subsidiary to Jt 
It is the book in which all the transactions are classified in the 
form of accounts, A better single name could not, per¬ 
haps, have been chosen for it. It is derived from the Latin 
veA legere, to lay or put together, to collect, to piA out. 

We are about to introduce the pupil to Single Entry Book¬ 
keeping, but we are anxious to impress upon his mind from the 
very beginning, the undoubted superiority of Double Enty. 
Let him not forget that the ultimate aim of a set of books 
is to show at any time the financial condition of the busi¬ 
ness, and that this can be shown in two ways:— _ 

I. From a comparison of the Assets and Liabilities at the 

time. . _ 11 . • 

II. From the Capital at a former period, and the net gain 

or net loss since. x ^ • u 

And that Double Entry (as he has seen) furnishes these 

two classes of data. 

Bearing this in mind, he will be able, as he progresses, to 
institute a comparison between Single and Double Entiy, and 
will probably discover in the end that the labor required in 
tlie former, as commonly practised, is so nearly equal to that 
required in the most approved modern forms ot the latter, that 
Imsiness men might well afford to give the little extra labor 
necessary to make it such, and thus realize all the advantages 
it offers. 


QUESTIONS FOE REVIEW. 

What is meant by selling goods on credit ? What 
l^emadeasto payment? Write a Promissory Note. Write a ^It. 
What must be done to a Draft to make it a promise to ^ 

respect do a Promissory Note and Draft agree, and m ^bat do they 
(/i/cr ? How may debts owing to ns be naturally divided? ^ow may 
the debts we owe be divided ? What is the ultimate object of Book- 
keening ’ Knowing a trader’s Assets and Liabilities, how would we find 
his^Fmancial position? Knowing his original Capital, and his Gams 
and Losses since, how would we find it ? Of what do a trader s Assets 
or Resources usually consist? If a business is prospering, how are the 
Assets and Liabilities varying in respect of each other ? What js “eant 
by an Account ? Explain the form of account commonly adopted, io 
what do the terms Dr. and Cr. primarily apply? Which side of an 
account is called the Dr., and which the Cr. side ? What 
nection with the name of an account, is associated with the Dr. side 
and what with the Cr. side? What does “Cash Dr.mean? What 
does “ John Jones Dr.” mean ? What does Cash inean ? What 

does “ John Jones Cr.” mean ? Explain how the Cash which to 

be in hand is found. Explain how what is owing to us on Others hi otes 
is found Explain how what we owe on Our Notes is found. Explain 
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received or givIL"°irCnI^“Explah ®how ™he'^C®” ”°r®“ 

chandise is found. In the examnl<f If “ <>“ mer- 

mch fact stated ? What name is^ eiven*^to't1‘^*®K *«>«) often it 

collection of accounts ? If we call*oursc?veJ^he^“p^ containing such a 
person we are doing bOsiness with thoT/ j*i. ^ Party, and the 
transaction do we mainly consider in a persona/ aec^’ 7*^°®®, P®’'*' *“ 
tMn-personal account ? Which of the^»^^ / account, and whose in a 

Smgle Entry , Which coqstltetee ^EntS 


CHAPTER VI, 

, introductory remarks to single entry. 

If James Smith sells to John Brown, July Ist or., 

felt hat on credit, for $3, he may enter as follows 


SBlou 


I>AY BOOK. 






00 


ledger. 



Ledg^r*!^ “‘I only the 
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John Brown in his books would write as follows ;— 
DAY BOOK, 

/. ^uwi€<i ^i, 

ont /icU $3 00 

LEDGER. 

^a2n€6 (£^722ii^. 





1 1 

o^ne /e/i 

3 

00 




I 1 'Aa/ 




Or, he may dispense with the Day Book, and use only the 
Ledger. • . 

We have here used the preposition To ” in the debit entry, 
and “By'’ in the credit entry, out of deference to custom. 
Some do not use them. And certainly John Brown is not 
Dr. to the Hat, but to us for the Hat. Indeed, the word 
“ for ” would, in general, better express the meaning, if it be 
thought necessary to use any word at all. 

The following examples will further illustrate the mode of 
entering transactions in the books of both debtor and creditor, 
with which the pupil should become familiar before progressing 
further. For this purpose separate sheets of paper, ruled by 
the pupil, should be used. Let the pupil write the transactions 
on one page, numbeijing them, and make the proper entries on 
another, with their corresponding numbers and correct dates, 
as in the following exam])les. The pupil should be required 
to write out a number of transactions, in addition to those 
given in the book, and after having studied them carefully, be 
prepared in recitation to give the entries on the blackboard. 

The learner should, from the first, invariably compute the 
value of all articles bought or sold, whether the calculations 
are made in the book or not. It would be to his advantage to 
do this in studying any treatise on Book-keeping. But in the 
use of this work it becomes absolutely necessary ; for transac¬ 
tions are soon introduced where such computations are un¬ 
avoidable. 
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TRANSACTIONS TO BE RECORDED IN THE BOOKS OF BOTH 
THE BUYER AND SELLER. 


Transaction 1.—January 2nd, 1877. 

John Brown buys of James Smith one felt hat, for which he 
agrees to pay him three dollars. 

John Brown is the debtor, because he is the receiver. James 
Smith is the creditor, because he is the giver. 


Transaction 2.—January 3rd, 1877. 

Wm. Jones sells to Peter West one pair of boots, for which 
he is to pay him five dollars. 

Peter West is the debtor, because he is the receiver. Wm. 
Jones is the creditor, because he is the giver or seller. 


Transaction 3.—January 4th, 1877. 

Bobert North sells to George South four reams of paper, for 
which he is to pay twelve dollars. 

George South is the debtor, because he is the receiver. 
Robert North is the creditor, because he is the giver. 


Transaction 4.—January 5th, 1877. 

B. M. Norman buys of J. B. Graham one overcoat, for which 
he is to pay twenty dollars. 

B. M. Norman is the debtor, because he is the receiver. J. 
B. Graham is the creditor, because he is the giver or seller. 
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MODE 01 ENTERING THE FOREGOING TRANSACTIONS. 


/.S'//. 

^n. 

/an. 

/a*i. 


No. 1. 

James Smith enters in his book— 
2 SBloiitn 

So one ^e/i /ictt 

John Brown enters in his book— 

^tmed 

ne /lai 




No. 2. 

Wm. Jones writes in bis book— 
iPe/el 7f^edi 

So one ^laii o^ ^ootd 

Peter West writes in bis book— 

^^ted 


one hail 0 \ 


/an. 

/n 

/in. 


j No. 3. 

1 Robert North writes in his book— 

^eol^e SoiUJt 

So ^oul ieamd o^fia^iel at $3 
George South writes in bis book— 
\o£eU SVo’UA 

^oai lea/ntd ^icr^iel cd $3 




No. 4. 

J. B. Graham enters in bis book — 
qJ/. (SVolman 
So one cueioocU 

B. M. Norman enters in his book— 

^ SB. 

^ c^ie cvolcccU 
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00 


00 


00 


00 


^2 


^2 


00 


00 


20 


20 


00 


00 


0 
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SINGLE ENTRY. 


INSTRUCTIONS.—SET 1. 

The most simple form of keeping accounts is presented in 
this set. It is well adapted for mechanics and others whose 
business transactions are very limited. Ohly one book is used 
the Ledger, and the transactions are entered directly in it without 
the intervention of a Day Book. The space to be appropriated 
tor any account, in actual business, will be greater or less ao- 
cording to the extent of the person’s dealings. Open only one 
account on each page in this set, as there are but few persons 
with whom you have dealings and the accounts are lon^. Th« 
name of the person should be written in a fair bold hand so 
that It may be readily seen when turning the leaves, and 
easily distinguished from the other writing. Over the double 
the right of tlie page, write “Dr.” and 

Cr., to show where the amounts of the items are to be placed. 

In writing up this set, first read the narrative of transac- 
tions, an(Lwrite each entry in its proper account, in the order 
of its date. 

The first transaction to be entered is the purchase of iron 
And coal, from John Smith, on the 2nd of September. Open 
an account for John Smith by placing his name in a large bold 
hand at the top of the page, and over the double money 
columns to the right, place “ Dr.” and “ Or.,” as directed above ; 
then enter to his Cr. the items purchased from him Next 
open an account for William West, and enter, to the Dr side 
the work done for him ; then open Thomas Brown’s account’ 
and charge him with the work done on the 3rd, and so on’ 
making all the entries of one day before making any of the 
succeeding day. In making the entries, first write the date on 
the left, then the item, and lastly the amount in its proner 
column. The word “ To ” is prefixed to the items for which 
. the accounts are debited, and the word “ By ” to those ior 
which the accounts are credited. Great care should be taker 
to avoid placing the amounts in the wrong columns 

Before closing the Ledger, which should be done at stated 
periods, every transaction that will affect any account should be 
entered, and settlements efiected as far as practicable. This 
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done, add the amounts that are in the columns of the different 
accounts—such as Wm. West’s, and others that have the foot¬ 
ings of the Dr. and Cr. columns equal, rule off, and place the 
footings as shown in the account. If one side of the account is 
larger than the other, as shown by John Smith's account, find 
the difference between the two sides, write the date of closing, 
and say, as the case may be, “ To ” or ‘‘ By ” balance, and place 
the difference or balance on the smaller side. 

After the Ledger is closed, make out the statement. This is 
a very important part of book-keeping, as it shows the-results 
of the business and the general condition of affairs. The state¬ 
ments should contain a list of all property belonging to the 
business, a list of all accounts against others, and also a list of 
all debts owing to others. 

In subsequent sets the statements will include a greater 
variety of accounts. 


TRANSACTIONS.—SET L 

MECHANICS’ FORM. 

Sep. 1st. Rented the shop and tools of John Smith, at ninety- 
six dollars per year, for the purpose of carrying on 
the business of a blacksmith. • 

“ 2nd. Bought of John Smith, on one year’s credit, his stock 
of iron and coal—5000 lbs. iron at 5c. and 6 tons 
coal at $8—$290. 

" ** Shod 2 horses all around, for Wm. West, $1; re¬ 

paired his waggon and set 1 tire, $2.20. 

** 3rd. Made 1 large clevis for Thomas Brown, $1.25 ; mended 
2 barn hinges, 30c.; and tempered crow-bar, 20c. 

‘‘ ^ Mended trace chain for George Weaver, 30c. ; shod 

1 horse (fore feet), 50c.; set waggon tire, $1 ; 
ironed neck yoke, $1. 

** 4th. Mended log chain for John Smith, 2 new links, 40c.; 

sharpened and set 4 shoes, 75c.; sharpened coulter, 
25c.; 1 pair small clevises, $1. 

5th. Received from Wm. West 5 bush, potatoes, at 40c. j 
4 lbs. butter, at 25c.; 10 lbs. clieese, at 10c. 

‘‘ Repaired plough for John Smith, $1 ; rod for same, 
20c.; 2 bolts, 35c. ; 1 clevis, 50c. 

6 th. Ironed 1 bucket for Thomas Brown, $1.25 ; shod 
colt, 4 new shoes, $1 ; tempered drill and pick-axe, 
25c. ; and ironed whifllelrees, 50c. 

3o 
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Sep. 9th. Ironed waggon for George Weaver, $15.25 ; mended 
shovel, 20c. ; and repaired sulky, $2.20. 

“ 10th. Keceived from Thomas Brown 1 turkey, $.1; 1 load 

wood, $2. Shod his horses all around, 4 new 
shoes, $1.50 ; sold him 4 hooks and staples, at 16c.; 

1 iron wedge, 75c. 

** 12th. Eepaired drag for John Smith, 2 new bands, 50c.; 

ironed neck-yoke, $1 ; ironed whiffletrees, $1.50. 

** ** Keceived from George Weaver 5 doz. eggs, at 15c.; 4 

bags apples, at 40c.; 1 quarter lamb, 15 lbs., at 10c. 

•• 13th. Mended waggon box for Wm. West, $1.25 ; sharp¬ 

ened 15 drag teeth, at 5c.; 4 new links for trace 
chain, at 15c. 

“ 15th. Sold John Smith 40 lbs. gate hinges, at 15c.; 10 
lbs. bolts, at 12jc. 

** “ Eepaired buggy shaft for Wm. West, 50c.; set 2 

shoes, 25c.; mended shovel, 25c. 

** ^ Sharpened and set two shoes for George Weaver, 

35c.; repaired cultivator, $1.25 ; sold him 1 large 
clevis, $1.20. 

“ 16th. Mended shovel for Thomas Brown, 20c.; sold him 

2 bands for harrow, 50c.; and set two shoes (coitus 
fore feet)* 25c. 

** 17th. Keceived from Wm. West 1 brace chickens, 60c.; 

4 bush, potatoes, 30c. 

** Eepaired buggy for John Smith, $3.20. 

‘‘ 20Lh. Keceived from Thomas Brown, on account, 6 lbs. 

butter, at 20c.; 4 bush, apples, at 25c. 

** 24th. Keceived from George AVeaver, on account, ^ ton 

hay, $6.25 ; 1 bbl. flour, $5.50. 

“ “ Eepaired ox-yoke and chain for Thomas Brown, 

$1.80 ; and set two shoes, 25c. 

25th. Sold George Weaver 4 strap hinges, at 25c.; I 
clevis, 75c. ; 1 hook and staple, 15c. 

‘‘ 26th. Keceived from Wm. West cash in full of accoun., 

$ 1 . 10 . 

“ “ Sold Thomas Brown 1 pair buggy springs, SS.50. 

“ 29th. Keceived from George Weaver cash, in fu^l of ac¬ 

count, $9.55. 

“ ** Ironed lumber waggon for John Smith, $14.40 

** 30th. Keceived from Thomas Brown cash, in full of at. 

count, $14.10. 

/ have on hand iron^ as im inventory, $240 ; coal, $30 ; 
factured horse shoes, holts, clevises, dx„ $30.60. 
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Note.—I t is usual to rule with red irik. And it is also re¬ 
commended (although we have not found it convenient to do 
this in the book) to write the closing entries in red ink, in order 
that the eye may more readily distinguish entries of transac¬ 
tions from mere closing entries. 
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As you began without capital and are now worth $59.55, 
you must have gained this amount during the month you have 
been in business. 


FIRST SET FOR PRACTICE. 


USE ONLY THE LEDGER, SAME AS IN TRECEDING SET. 

On Jan. 3rd, 1877, commenced business with $1500 in cash. 
Paid for store fixtures, $200 ; for goods, as per invoice, $800-.* 

THE FOLLOWING TRANSACTIONS ARE TO BE ENTERED. 

Jan. 4. Sold R. J. Wallace, on account, 1 broadcloth coat, $30; 
pants and vest, $15 ; overcoat, $7. 

“ 5. Sold W. J. Graham, 1 pair pants, English cassimere, 

$10 ; 1 sack coat, blue melton, $20 ; 1 pair striped 
tweed pants, $10. 

6. Sold James Hughes, 1 beaver overcoat, $30; 1 Scotch 
tweed coat, $12. 


* No entry is to be made of the foregoing in the Ledger, but 
duio of it should be kept. 
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Jan. 8. Sold Geo. Denmark, 1 necktie, $1.25 ; | do*, hand¬ 
kerchiefs, $2 ; and 1 pair suspenders, $1. 

“ 9. Sold J. E. Dingman, 1 boy’s suit, for son John, $18 ; 

and 1 coat for Robert, French cassimere, $8. 

11. Bought of John McDonald & Co., 1 piece of English 
broadcloth, 25 yds., at $3. 

12. Sold J. E. Dingman, 1 pair doeskin pants, $8 ; 1 
vest, $5. 

** 15. Sold Geo. Denmark, 2 neckties, at 25c. 

“ .16. Received from E, J. Wallace, on account, $20. 

17. Sold W. J. Graham, 1 pair French cassimere pants, 
'$10 ; 1 satin vest, $5 ; I overcoat, $25; 1 suit Scotch 
tweed, $25. 

“ 19. Bought of John McDonald & Co., 24 yds. French 

cassimere, at $2 ; and 10 doz. linen handkerchiefs, 
at $3. 

“ 22. Received from W. J. Graham, on account, 4 tons 

coal, at $8. 

23. Paid John McDonald & Po., on account, $50. 

‘‘ 24. Sold R. J. Wallace, 1 dress coat, $30; 1 cassimere 
vest, $6 ; 2 pairs hose, at 45c. 

‘‘ 25. Received of J. E. Dingman, cash on account, $5. 

“ 26. Sold to A. B. Chatham, 1 black cloth coat, $20 ; 1 

pair cassimere pants, $8.25 ; took in payment an 
order given by James HugRes. 

Charge these .goods to James HugheSj as they icere 
given on his accmint. 

^ 27. Sold J. R. Dingman, 6 shirts, at $2 ; and 1 frock coat, 
French cloth, $30. 

29. Gave John McDonald & Co. my note at 3 months, 
on account, $53. 

** 30. Received from W. J. Graham, his note at 2 months, in 

full of account, $73. 

" Received from George Denmark, cash in full of ac¬ 
count, $4.75. 

THE FOLLOWING ARE THE RESOURCES AND LIABILITIES, NOT 
SHOWN ON LEDGER. 

Merchandise unsoldy as per Inventory, $750 ; Bills Receivahle on 

handy IF. J. Graham's Note for $73; Cash on handy ) 

Store fixtures, $200 ; Am owing on Note, favor of John McDonald 

0 Co.y $53. 
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STATEMENT OF EESOUECES AND LIABILITIES. 


FIRST SET FOR PRACTICE, 

Resources, 


Merchandise unsold, as per Inventory 
Bills Eeceivable, W. J. Graham’s Note for 

Cash on hand. 

Store fixtures, as per valuation- 

E. J. Wallace owes on account 

James Hughes « « , . 

J. R. Dingman « « . . 

Total Eesources - . • 

Liabilities, 

Am owing John McDonald & Co., on account 
Bills Payable, outstanding Note for - 

Total Liabilities - - . 


Total Eesources at closing 
“ Liabilities “ - • 

Difference, or present Net Capital - 

Present Net Capital 
Deduct Net Investment - 

Net Gain - 


. $750 

00 

- 73 

00 
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75 

. 200 

00 

. 68 

90 

. 70 

25 

. 76 

00 
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90 

- $50 

00 

- 53 

00 

- $103 

00 
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90 

- 103 

00 

$16U 

90 

$1614 

90 

- 1500 

00 

. $114 

90 


The pupil will see by the above statement, that— 

To find the Net Capital we subtract the Liabilities from the 
Eesources, and 

To find the Net Gain we subtract the Rlet Capital at starting 
, from the Net Capital at closing. 

Note.— It the Net Capital at closing is less than the Net 
Capital at starting, the difference will show the loss , and if the 
Liabilities are greater than the Eesources, the difierence will 
show the Net Insolvency. 
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QUESTIONS FOR REVIEW. 

ttow many books are used in Set I.? For what kind of business is 
this mode of keeping books adapted ? How is the space to be allowed 
each account determined ? For what is the left hand marginal column 
used ? For what is the space between the date column and the money 
columns used ? For what are the left hand money columns used ? For 
what the right ? "What are done with the accounts that have the debits 
and credits equal ? What does a double red line under an account in¬ 
dicate ? What colored ink is used for ruling and balancing ? How are 
accounts closed in which one side is larger than the other ? On which 
side and in whtit colored ink is the balance placed ? What should be 
made at the time of closing the Ledger ? What should the statement 
contain ? • 

In answering the following, the pupil may have his statement before 
him :— 

What effects have you on hand at the time of closing ? How much 
cash ? How much do you owe others ? How much do you owe in 
notes ? What are your total resources at closing ? What are your 
total liabilities ? How much is the difference between your assets and 
liabilities 7 What is it called 7 


SINGLE ENTEY, 


INSTRUCTIONS.—SET II. 

In the following set, instead of entering the transaction* 
directly into the accounts, as was done in the preceding set, 
they are first recorded in the Day Book, and afterward trans¬ 
ferred in an abbreviated form into the Ledger. When business 
tl-ansactions become numerous, it is inconvenient to turn to 
the proper accounts and enter each transaction at the time it 
occurs. Another disadvantage of the preceding form is, that 
it would require considerable trouble to ascertain what business 
had been done on any particular day, whereas by the following 
method this may be seen almost at a glance. 

DAY BOOK. 

All transactions which affect the debit or credit of any 
person with whom an account should be kept, are first re¬ 
corded in this book. 
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Whenever you sell a person anything, pay him money, per¬ 
form work for him, or he in any manner becomes indebted to 
you, he must be debited with the same in this book, to show 
that he owes you. And wlieii.ver any person sells you 
anything, pays you money, does work for you, or you in any 
way become indebted to him, he must be credited with the 
same in this book, to show that you owe him. 

In entering purchases it is allowable to say ‘‘ Am’t as per 
BilV or Am’t as per Invoice,” and omit the detail of items, 
since you have the Invoice filed away or pasted in a book, and 
can refer to it at any time ; but in entering sales the items 
should always he mentioned^ as this is your only evidence of the 
transaction. 

LEDGER. 

The Ledger of this Set difiers from that of Set T., in the 
arrangement of debit and credit entries. Each page is ruled 
in such a manner that the debits are kept on one side, and the 
credits on the other, entirely distinct from one another. All 
the entries, scattered in different parts of the Day Book, that 
affect the accounts of each person are here collected under his 
name, and so arranged as to exhibit, in one place, all his deal¬ 
ings with us. 

The proprietor, George Hairgrave, commenced business with 
the property and with the amounts due him, as specified in the 
first entry of the Day Book. 

He therefore credits himself with the whole amount, $3310, 
as his investment, and debits himself with the amount he owes 
Johnson. Richard Dawson is debited for what is diie from 
him, in order that it may appear in his account in the Ledger. 
John Johnson is next credited with the amount due him. This 
finishes the opening entries, and the books are now ready for 
any transactions that may take place. As the transactions of 
this set are all of a simple nature, special explanations con¬ 
cerning them have not been considered necessary. The entries 
should be arranged in the Day Book just as they are given. 

All cash transactions are omitted except those affecting 
the accounts of persons with whom we have dealings, addi¬ 
tional investments, and the withdrawal of money for purposes 
not connected with the business. 

The figures in the centre, between the entries, represent ths. 
dates when the transactions took place. The rulings should 
always bo in red ink, and may be omitted until a page is filled 
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They are for the purpose of keeping the entries distinct, and 
thus rendering their transfer to the Ledger less liable to 
mistakes. 

The figure in the left hand mi^rginal column shows the page 
of the account in the Ledger, and denotes that the entry has 
been posted, and should, therefore, not be written till that is 
done. 

Posting is done as follows :—after writing the name of the 
person who is to be debited or credited over the space allotted 
to his account, with “ Dr.” on the left and « Cr.” on the right 
then write on the proper side of the account, first the date, 
next the description or item, then the folio or page of the Day 
Book from whicli the entry is transferred, and lastly the amount 
After this IS done, turn to the Day Book, and in the column to 
the left of the tpnsaction place the number of the pa^^e that 
the account is on in the Ledger, to show that the ent^y has 
been posted. In each book the page of the other is given for 
reference in examining accounts, making out bills, <fec. 

When there are several items in the Day Book entry in 
order to save writing, they are called " Sundries ” or “ Mer- 
^andise ” in the l.edger, and the total amount is entered. 
Ihe Items can be obtained by referring to the Day Book 

It will be observed that P. L. Borland paid his account in 
full on the 10th of Jan., when it was closed up, but having 
occasion to do further business with him, the trauaactions were 
posted in the same account. 

After all the entries in the Day Book are posted, examine 
them, to see that your work is free from error. Then proceed 
to close the accounts. Those that remain unsettled are closed 
by a red ink entry, writing the words “ To ” or “ By Balance ” 
on the smaller side, as in Set I. Accounts such as Peter 
(^oper & Co., in which the Dr. and Cr. sides are equal, are 
closed by ruling up same as in example. 

The proprietor’s account should be left open until the gains 
or losses have been ascertained, and after the statements are 
completed, the gains should be entered to the credit side, or the 
losses to the debit side of this account. Then close the account 
and bring the balance, which shows his Net Capital, down to 
new account. 

If the result of the business should be a loss sufficiently large 
to make the debit side of the proprietor’s account larger than 
the credit, the difference or balance will show his Net Insol¬ 
vency. 
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BOOK-KEEPINa 

SINGLE ENTRY. 


STATEMENTS —SET II. 


^a/ancc-i (Ae Jl^cc/^ei, 3-/, 


Personal Accounts Peceiv^ble. 

Personal Accounts Payable. 

^ic/ia>cl Q^ata.ion 

! 

' 

4-0 

^^^An4on 


Ss 

~/^'f//iani ^e^yai 

y'J* 

s6 

T^iviiUl ^ ^€. 

eo oy 

00 



7^ 

1 

i 

0€ta/oiai'H^ /y ol/telA 

iS/03 

/j* 

outiify ol/ui4 

i 

$32 



^Le4GUiC€^ GC'lt</ J^iad//l/{G4, 

^€doulr^S. 

Q^eic/^anf/^e un6c/</, a4 j'lfl QfnufyiUit^ 

<in Aatfr/ - - - _ 


^e//^ ^eccivct^A^ oAo/i 


l€ OJi fiajfi 


r/ - 


S^chSciici^QS^ccotoiCi ^^f.Cftu((^/e 


.9J 

Ho 'jfO 
oOO 00 


<ti^if.l &/iutfmctU - ^03 ^3 


Si[ta^tA/ie4. 


^Ki4o*u4/QS^cccunti - 


S 3473 


^ 32 /3 
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BOOK-KEEPING. 



. - $34']3 

33 /<y 

qAU • 

. ■ $3A■4^ 00 


. $33/0 00 

^ _ 12 00 

al dlailtnp. 

Qjl^mouiil uul/tc/latvn ^lom 

. 1033^^ CO 

CAe - C00 00 

oAtl of nutriment 

. $3/^3 00 

Q'Vel %a^uia/ - - • 

QjVtl 

. . 3344-i 00 

. . 3C(j3 00 

^Vu ^^ain - • 

. . $3^3 00 


SECOND SET FOR PRACTICE. 

MEMORANDA OF TRANSACTIONS TO BE RECORDED AND WORKED 
OUT LIKE THE PRECEDING SET. 

Mar. 1 . A. W. Pouton commences the Grocery busine.ss, in¬ 
vesting as follows :—Mdse, as per inventory, $2450; 
note against L. R. Lazier, dated Nov. 4, 1876, at 6 
tilths, for $400 ; Cash on hand; $1000 ; balance 
of E. B. Portland’s account, $150; he owes S. W. 
Houston, on account, $200. 

2 Sold S. W. Houston, 20 lbs. Refined Sugar, at 10c.; 
2 lbs. Young Hyson Tea,, at 90c.; 2 lbs. Oolong 
Tea, at 90c.; 6 lbs. Coffee, at 25c. 

“ 3 Sold E. B. Portland, 12 half chests Y. H. Tea, 32 lbs. 

each, at 60c.; 4 lbs. Coffee at 25c.; 10 lbs. 0».tmeal, 
at 10c.; 10 lbs. Butter, at 30c.; 8 lbs. Cheese, at 
at I2;^c. 
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5. 

‘‘ 6 . 




8 . 


‘‘ < 9. 
“ 10 . 


11 . 

12 . 


1877. 

Mar. 4. Sold C V. Bogart, 2 papers Corn Starch, at 15c • 1 
piece bmoked Beef. 15 lbs., at 15c. ; 18 lbs. Che4e, 
at l^^c. ’ 

Bought of E. G. Brown, 200 lbs. Cheese, at 8c. • 50 
doz. Eggs, at 10c. ’ 

Portland, 1 bag Hominy, 50c.: 10 lbs. 
Coflfe^ at 25c.; 4 gals. Cider Vinegar, at 35c.; 2 
bags Salt, at 20c. ; 5 doz. Eggs, at 15c. 

Sold C. V. Bogart, 8 lbs. Butter, at 30c. : 5 lbs 
Lemon Biscuit, at 15c. 

Received from E. B. Portland, Cash on account, $50. 
Sold S. W. Houston, 5 lbs. Butter, at 30c.; 1 ba<' 
Buckwheat Flour, $1.25 ; 1 box Soap, 40, lbs., at 
Ph’ ^ lbs. Powdered Sugar, at 1%.; 10 lbs. 
Cheese, at 12Jc. ; 1 gal. Syrup, $1, 

Sold E. G. Brown, 10 bags Flour, at $1 25 

00 doz. Eggs, at 10c. ■ ^ 

^ lbs- Butter, at 30c; 5 lbs 

Oyster Biscuits at 10c.; 4 lbs. Soda Biscuits, at 
c Ti o Cinnamop, at 12ic. 

K ^Houston, 1 paper Starch, 5 Ihs., at 8c.; 
10 bars Soap at 15c.; 8 lbs. Butter, at 30c. 
Received from E. B Portland, Cash on account, $25. 

^ f O®' ^“S-'ir, at 10c.; 4 lbs. Im- 

perial Tea, at $1 ; 3 lbs. Coffee, at 25c.; 3 lbs 
Chocolate, at 40c. 

^'^®‘ ®"Sar, at 10c.; 2 lbs. Coffee, 
at 5c.; 4 lbs Oatmeal, at 10c.; 1 bag Hominy, 
50c.; 1 pper Corn Starch, 15c.; 3 oz. Indigo, ft 
15c.; 2 bars Soap, at 15c. ^ 

Bought of B- G- Brown, 10 bbls. Flour, at$8 ; 3 bags 
Oatmeal, at $1.25. y ^ 

Paid S. W. Houston, Cash on account, $25. 

^$3.75 

s/iwcH .ore Ledger .-—Cash in hand, $1053.75' 
Wr/oflkoo! ^2350.65; again,t L. R. 

ftftTnt fr*'"®.®®*’ properly worked, is:—NetGai.' 
$85,05 ; Net Worth at closing, $3885 05 ’ 
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/ 


QUESTIONS FOR REVIEW. 


What books are used in Set II. ? In which book are the transactioM 
Hrst entered » To what book are they afterwards transferred ? U^er 
what circumstances is this mode preferable to Set I. 1 vVhy . \V hat 
should the record of the Day Book state ? What transactions are re¬ 
corded in the Day Book ? When is a person debited in the Day Book . 
When credited ? ^ In what way may the entry of purchases be sho^ned 
in tie Day Book? Why is this allowable? Why may not sales be 
Sibreviate^dinthe same way? What is the object of the rulings be¬ 
tween the entries in the Day Book? What is meant by poattog- 
■VtTierein does the Ledger of Set II. differ from that of Set 1. ? For 
what purpose is the page of the Day Book from which an entry is taken 
in^he account in the Ledger ? After an entry is posted what 
should be written in the Day Book ? Why ? When 8®veral 

items what word is used to save space ? MTiat should be done as soon 
as all’the entries are posted ? What account sltouW be left open u^il 
after the gains or losses have been ascertained t hat does the double 
linTunder an account indicate ? What is done with accounts that have 
the debit and credit sides equal? Ilgw are accounts closed that have 

bailees ?^wi^g q^^estions may be answered from the books and state- 

"^^Which persons on the Ledger have balances owing by them? What 
is the total amount due from other persons ? VVhich persons have 
balances owing to them? What is the total amount you owe to other 
persons ? What is the total amount of your resources, and of what do 
they consist? What is the amount of your habilities, and of what do 
they consist ? What is your present net capital ? How ascertained! 
How much did you invest at starting ? How much was ^thdrawn from 
the business ? mat was the net investment during the contmuation 
of the business ? How are the gains or losses ascertained ? How much 
L 4n g“ ned or lost ? What entry should be made after the gam. 
Lve been ascertained ? How is the PtoP^*®/’® 

What does the balance of his account show? If the result of W*® busi- 
nesfLould be a loss, and the debit ude the larger, what would the 
balance show ? 


SET III.—SINGLE ENT^vY. 


The business contained in this set is more extensive than 
that of the preceding, and therefore two additional books, the 
Cash Book and Bill Book, have been introduced as auxiliary to 
the Day Book and Ledger. The business is carried on by two 


/ * 2 ^ 
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book-keeping. 


partners during a period of two months, each month represent- 
ing, so far as the closing of the books and the determining ot 
the profits are concerned, a year’s business. ' 

In business, settlements with individuals who deal with the 
hrm should be made as often as practicable, but the statements 
ot profits are not usually made out ofteiier than once in six 
months, and in most business houses but once a year. 

DAY BOOK. 


The Day Book of this set is kept the same as that of the 
preceding set, except that the left hand money column is 
used mr the amounts of those accounts which arc debited 
and the right hand or outer column for the amounts ol 
those accounts winch are credited. By this arrangement a 
proof of the correctness of the posting is obtained. 
As all the amounts in the debit column are posted to the debit 
side of the Ledger, and all the amounts in the credit column 
are posted to the credit side of the Ledger, it follows if the 
postings are correct, that the difference between the totals of 
the two sides of the Ledger will agree with the difference be¬ 
tween the footings of the two columns in the Day Book and 
thus we have a proof of our posting. ^ 

This proof is a very valuable feature, as by its means the 
omission to post any entry is easily and certainly detected. A 
post mark is not sufficient j it shows that an entry has been 
posted, but not that it has been posted correctly. 


CASH BOOK. 


This book, here introduced for the first time, affords, in con¬ 
nection with the Day Book, a complete history of all the busi 
ness transacted. 

There are various ways of keeping the Cash Book, but the 
following form is, perhaps, as simple as any, and as little liable 
to mistakes, for persons whose cash transactions are not very 
numerous, and who are not scientific accountants. 

It contains two columns for dollars and cents. 

Ihe amount of cash on hand at the commencement of busi- 
ness, and all money received, from an y source whatever, must 
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be entered in this book “ To,” (describing for what,) and the 
amount be extended into the left hand dollar and cent column, 
which is called the debit column; and whenever money is 
paid out for any purpose whatever, it must be entered in this 
book “By,” (telling what for,) and the amount extended into 
the Tight hand dollar and cent column, called the credit column. 
Thus, if the account is kept correctly, the difference between 
these two columns will show at all times the balance of cash 
in hand, and will agree with the actual amount of money 
found in possession by counting. Any discrepancy must arise 
from error, which must be sought out and rectified before the 
account is balanced. .The credit column can never be the 
larger, since it is impossible to pay out more money than you 

receive. - o ^ ^ 

The Cash Book should be balanced at the end of each week 
(or daily, when much business is done), by entering the balance 
of cash on hand in the credit column, in red ink, to distinguish 
it from sums paid away. When the Cash Book is not balanced 
daily, an informal balance should be made, and the result 
compared with the cash in hand. After footing the columns 
and drawing the lines, bring the balance down, in black ink, 
entering it in the debit column. The lines should be ruled 
exactly as in form. They serve to keep the new account dis¬ 
tinctly separated from the old—a matter of greater importance 
than young book-keepers generally imagine. It adds greatly 
to the neat appearance of your book to begin the words “ To 
and “ By ” all upon a perpendicular line. 


BILL BOOK. 

When several notes are given or received each month, it has 
been found convenient to enter a minute description of them in 
a book prepared specially for that purpose. This enables any 
particulars concerning them to be seen at a glance, and an ex¬ 
amination of the book will show what notes become due on 
any day, and thus timely preparation may be made for their 
collection or payment. Notes have been issued, and for want 
of such a record their existence has been forgotten, until great 
inconvenience, and even loss, has been the result. All neces- 
iKary explanations are made by the headings of the different 
('.oliimns. • • ... 

The Invoice Book is not given, as it is considered too sim¬ 
ple to require explanation. In some houses the invoices of 
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■’‘"r p"** •>» 

invoices on file mitil the eiu) nf G others keep the 

„d .,fL" u™ 73*. «nd then f„]d then, 

purchased, the date and^he amount on tE 
tie them up in monthly packages * ^ invoice, 

m.y us.’^itFn 

quantity and estimated valnA ' capital, net gams, &c. The 

list ina/fill severS pail but LT^ The 

items are enumSted!^ ' ' 


INSTRUCTIONS FOR WRITING UP SET III. 

or.dLTw"h ihSttlrLK ta '>• " 

with ai] dabK «sum7d bjth. fi™ Lf ■“ 

he withdraws He is urpHiVt^ri i ^ sums which 

mil, l.i.sh.reofth.gdr *'*' ■« 

B«o^to'th?dS'.Td”tdtnT'‘'"l* ■“ Bar 

of A. E. Simcoe and Peter Prpv^^^ 

preserved. °® “^<i® ““t and carefully 

column in the dVbooL In order to^'^ in its proper 

required, in the Stfand order 51 ^ “ay be 
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ing them in the Bill Book. The three days of grace are always 
induded in finding the date when a note^ falls due. 

Open the partners* accounts first in the Ledger, and let all 
the other accounts follow them in regular order. Not more 
than three accounts should be opened on a page. The posting 
is the same as in Set 11. 

When the posting is finished, add the columns in the Day 
Book, if not already, added, and carry the footings .of the pages 
forward in the manner shown, until the end of the month. 
Also make out the statements as shown at the end of the 
month of April. Compare the difference between the totals of 
the debit and credit balances of the Ledger, with the difference 
between the totals of the debit and credit columns of the Day 
Book ; and if they are not alike, diligently search for the error 
until it is found, and then make the necessary corrections. 

After the postings have been found to be correct, make out 
the statement for April, looking to your own work for the 
balances of the Ledger, for the amount of cash on hand, and 
for the notes receivable and payable. The inventory will be 
found at the end of the Day Book. The gains are ascertained 
and entered as in the preceding set.. 

Before commencing the second month, add the gains of the 
first month to the difference between the debit and credit 
columns of the Day Book, and place the sum in the credit 
column of the Day Book for May, in order to make the excess 
of credit on commencing this month equal to that of the 
Ledger. 

A statement showing the result of the whole Set ia 
given at the end of the month of May. The pupil is obliged 
to depend entirely upon himself in entering the transactions of 
this month. The work when properly performed will agree 
with the results given in statement. 
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^a ‘Uut ^6 anc/ <^ ^uiJj I jj 

^a^j2 /la-ve lAu c/ay enicleti cn(o co-^ali- j 

neu/u^tj ad c/ea/eld in (^ulnihile anc/ 
^oAinei^tuaie, anc/e^l ifie name 

(^adiihyd ^alAam ; Q/Z/l. ^ct&i- 
inyd /lad lland^ellct/ lo lAe ^ilm lAe 
addeid ctnc/ Acadi/Hied a ^olmel diidinedd^ 
fx'nc/ Qx//i. ^al/iam id io inttedi lAecl 
eyaiuctAni in cad A. ^T/ie ^aiiied ale ic I 

i/utie a/ide in aaind unc/ Added, j 


/S. Ci^cfdlinyd ' ^ 
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diAiivenioiy- 2300 00 
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QZdincii'nid caAiud^icuaia 
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The following items of Cash received and paid at 
different times do not appear in the Day Bock, 
because they are not to be debited or credited to 
any personal account, but they must be entered in 
the date and order of their occurrence in the Gash 
Book. 
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CASH BOOK.-SET III. 
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/ 

(^To intieslec/ 







^ulAatn * 

s>y6o 

00 



« 

5 



00 



tt 


Q^Z/c^e^ daZid /Zed e/ay^ 

.^oo'' 00 



« 

<( 

^ai^ien/ti^d SBcZZ^ol ifjfieuie^y 







dZo^i 



4^0 

30 



SBa/anee o^i Aa^c/^ 


1 


30 




si'^0 

00 

O^'/O 

00 



^a/ance^ ^adA on. Acenci 


30 





^0 ^Pe/ei ^.ley~^ on. etje 


00 



« 

<( 

^y ^lietiZaAd ftneZ SntieAyied 



3 

30 

te 

// 

Q/ZZeZdej ctd^lei (invoice 



300 

00 

a 

(( 

^leiyA/ ceneZ ^iay<iye Odi 







aAott€ 




p 

<( 

/s 

2 /end ^oa/ 



/6 

00 

<( 

« 

^a/a/ttce on AaneZ’^ 



3430 

23 




5y5J/ 

30 

3^34 

30 









* Bed Ink. 


71 
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SBa/dticej ^adA on /lanci 

O. 4'30 

23 



(( 


S^in^ on aje 



iOO 

00 

t( 


^0 <£Ac7ncoej o^t ujo i 

j^OO 

00 



t< 


« ^elel in ^u/A 0 ^ a jo 

300 

00 



t< 

<c 

^cuiA 6ctAi6 tAid c/ct^ 

p 

00 



if 

20 

(£AayA^ lAid ola'^ 

^20 

30 



« 

<( 

^l/A^ ^tole (^iccluied | 



i 30 

30 

u 

« 

i^lAAandQSddmftaUn^ 



J^2 

23 

u 

(t 

SBaAmicc * 



6033 

00 




632s 

p 

6323 

73 

1 

1 

22 

^atance on AanH 

6033 

00 



(( 

(C 

dTo (^aA^ lA,ii da^ 

iJ^O 

30 



« 

23 

<( « 

'^SO 

60 



€< 


dBy^ ^lau/ Aand 



30 

00 

ft 

26 

^AumAtly ad /lei ^eioi^S 







SSi// 



6ji- 

60 

U 

<e 

(dTo dr. <^r. (^ionitnao^ on ajc 

30 

00 



« 

2'/ 

dBu <SA. S^in^ ^unid Aitn in 







/uAA 



^00 

00 



dBadctncd^ 



603^ 

30 




(I 2 ']f 4 

■ iO 

62 '/ 4 - 

■iO 


SO 

dBa/a/nce on Aana 

6os(i 

' 30 




• Eed Ink. 
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BOOK-KEEPINQ. 


FORM OF BIIX 



6 

! 2 ; 

When 

received. 

^ Payer. 

In whose 
favor. 

For what 
received. 

Where 

payable. 

Date of 
note. 

/ 

Q^ih/ / 

Ji Ji>»e6 


oPnved/. 

1 

Qy/{<yyt.LSB/c 



t( « 

^oftyieid 

ett « 

(C 

(( 

26 

3 

“ ^ 

QJ^, (£^i^coe 


etje 

(( 


4 

" // 

SP. ^oc^kil 

SBlue^ 


tt 

4 



6 

Jz; 

When 

Issued. 

To whom 
given. 

In whose 
favor. 

For what 
given. 

Where 

payable. 

Date of * 

note. 

/ 

2 

3 

/ 

" zo 

Qjii^i,/2 

S* ^xUcn 

V 

^kei'nt 

S. ^^lan 

0n ajc 

oJ/cLe 

ajc 

0nA c^j^ice 
« 

ii 

/ 

" so 

Q^fiu/ /Z 


n 













































Time 
to run. 

When due. 

Amount. 

When and 
how 

redeemed. 

Year. 

1 J an. 

Feb. 

March. 

April. 

e4 

June. 

's 

I 

^'{=5. 
< w 

43 

> 

o 

^2i 

d 

Q 

3 ff 

^0 (/y 6^ 

z^//. 

« 

ft 




.^3 

23 









330 00 

Ji^oo 00 

^30 00 

S^oo 00 
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BOOtC-KEEPiNO. 


INDEX TO THE LEDGER. 

This is a §mall book, or space ruled in the Account Book, 
in which are arranged, in alphabetical order, the names of all 
accounts in the Ledger, together with the pages on which such 
accounts are entered. 

The object of keeping it is to enable us to refer readily to 
accounts in the Ledger. Whenever we open an account in the 
Ledger, we enter the name of the account and the number of 
the page in the Index. If an account should be transferred to 
another page, a red line should be ruled through the figures of 
the old page, and the number of the new page placed in the 
Index. 

In real business the Index generally has a page allotted to 
each letter. The following illustration will be sufficient to 
explain how it is kept:— 


A. 

K. 

B. 

SBiuce, SR, - - - - 

L. 

0. 

M. N. 

D. 

^ukAant, ST. - - - 

0. P. 

E. 

j W. SA. - - - 

Q. R. 

S. 

(£Riyncc€^ SR. - - - - 

E. 

^ * — — 

G. 

SPeiei - - • - - 

T. U. 

V. W. 

SR. Q/f/. - - - —— 

1 1 

f 1 

• 1 

• 1 

a 

X. Y. 

1. j. 

Z. 
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ii' 


^ec/^el ^U'^nced, 3Ot/i, 


Personal Debtors. 

Personal Creditors. 


Qjai. SR. S/imece 

2i3 

^00 

1 

SR. SRittce 


p 

ST. %Flfin(enac 

30 

00 

SSftialS ^Riiofi 

25 

00 

Q/ff. IfRe^a'iid 

// 

^0 


^5 

00 

dSTcta/ ^€^4^6 

30i 

^0 

SRcill'ntl^’ SRciRinced. 



Sa>c€46 0^ ^^eoiitd ^io'm 



SR. ^Radtin^S 

S'/iO 

00 

SBoo^ 


65 

ST. (£R. SRuJiAam 

O'/iO 

00 



75 

STota/ ^lecRli 

^^757 

75 

. 







^Redoulced ^ 


SRcdoiclce^ ol Q3Sd6et6. 

^ioAiAm^d. 

^ehStma/a.!c6 SReceiv- 

SPeldorta/ ajcd py^ 

u£/ey «j pi ^306 ‘/O 

aAA^ ^iom ^230 'J5 

^ad/i C'yi ArenS^ a4pi 

oAAot^ 0ui6^a/nSln^y 

^ ^ctdA SRooA m. ^ 0 . 0 ^ 50 

ad pi SR. SR. - (JOO 00 

Q^diey a4 ^tei Q^rtven^ 

^oii^ - « 3^/00 00 

SRolaA.^RiaAiAUied p 

Q/f/aleliaA ctnS ^/n- 

s 

fiiii4A€S fRiiA - 2200 00 


SRooA ^ oRw^i/eine^it^ J^OO 00 

* ^ 

SAioi€. ^^ule4 - ^50 50 

oA^o/ed O'n AanS ad 

pi SR. SR. - 00 


SRo^ciRSRedouleed '/O 
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BOOK-KEEPING. 


^ota/ 

oA^e^ ^a^ii/ci/ 


SPiedtni oA^e^ 

^a^Uu/ ^^22^^ 3J 
Q/Vet Q^nutdt^ 

*nenl - - ^^520 OJ 


)o 

- /J 

0/22'/^' 3J 


<^. /u(^ 

^aat - . /g 

<S^. ^ul/ia.fn^d /icf,^ 

^ai^z - . 3JJ 


Qy^^vc4Ci7ze)z^ ^ 3 j 60 00 

^a^zt - - 3'/'/ 


<^r (^f ^ulAa^n^d 
qA^,/ Q^^zveiii'ine'tz^ j03^SO 00 
^auz - . . 


oA^cl^a^ii^a/ /<5^ 




^Aa6Uzi^4^ SPie^enC oA^c/ ^a^iUaS 

e/. (5i^ ^ul/ict/nz’d << 

^’iizn^d SPi€6fnl Q/V</ ^a^itfa/ 
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BOOK-KEEPING. 


Memoranda of Hastings^ & Du*rham’s business transac¬ 
tions DURING THE MONTH OF MaY, TO BE RECORDED AND 

WORKED OUT SAME AS PRECEDING MONTH. 

Before recording the transactions of this month enter 
the difference between the debit and credit side of the T)ay 
Book for the last month and the gain, added together, which 
amount to $12208, in the credit column, as explained, before 
commencing the Set. 

1877. 

May 1. Bought of D. S. Elgin & Co., Bill of Lumber, amount¬ 
ing to $120.50 ; Paints, Varnishes, &c., as per Bill. 
$30.40. 

“ 2. Sold T. K. Frontenac, 1 Rosewood Tete-a-tete, $40 ; 1 

Gothic Mahogany Bedstead, $18.50 ; 6 Carved Ma 
hogany Chairs, at $4.50. Cash sales thisday^ $75.40. 

3. Sold J. H. Lambton, 1 Mahogany Bureau, $16 ; 1 
Black Walnut Centre Table, $15 ; 1 pair Ottomans, 
$10; 1 Stuffed Back Chrir, B. W., $12,75. Ca.<h 
sales this day, $120. 

“ 4. Sold T. M. Welland, 1 Double-leaf Secretary, $30 ; 8 

Kitchen Chairs, at 50c. Paid our Note favor of A. 

. Ging, $350. J. H. Lambton has returned tTie 
^ Bureau bought on the 3rd inst., it being too large 
for room, for which we give him credit, $16. Cash 
sales this day, $160.40. 

“ 6* A. R. Simcoe paid on account Cash, $125. Sold 

Edward Huron, 3 Cherry Wash-stands, at $3 ; 2 
Looking-glasses, at $4.50. Paid for Cleaning Store¬ 
room, $3. Cash sales this day, $45.25. 

“ 6. Sold Peter Grey, 1 Hat-stand, Mahogany, $12.50. 

Paid Men’s Wages for week, $40.50. Cash sales, 
$75.35. 

“ 8. Bought from George Young & Co., on our Note at 3 

months, Merchandise,* as per Bill, $450.50. 

Note.— As no personal account is affected by this 
transaction, it is merely entered in the Bill Book. 

“ Sold R. J. Bruce, 3 Mahogany Arm Chairs, at $4.25. 
Cash sales this day, $137.40. Peter Cooper paid his 
Note of April 4th, $20. 
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BOOK-KEEPING. 


1867. 

>I;iy 10. Sold D. S. Elgin^ 1 ^all Stand, $5.50 ; 6 Parlor Chairs, 
at $4.25 ; 1 Piano Stool, $10. Received from A. R. 
Simcoe his Note at 1 month for $50. Paid for Post¬ 
age Stamps, $1.50. Cash sales to-day, $170.15. 

11. Sold Peter Grey, 10 Stuffed Arm Chairs, at $10 each \ 
12 Carved R. W. Centre Tables, at $30 each Re¬ 
ceived his Note at 2 months for $200. Gash sales. 
$170.60. 

“ 12. Received from A. Simcoe Cash for his Note of April 

9th, $28. 

13. Received from A. R. Simcoe, Note against John Long, 
dated the 4th inst., at 3 months, for $100. Sold T. 
K. Frontenac, 1 complete Parlor Set, $150. Received 
in part payment Win. Wilson’s Note, dated Jan. 
14th, at 4 months, for $100. Received from F. M. 
Welland, on account, $25. Cash sales this day, 
$134.20. Paid Workmen’s Wages in cash, $56.50. 

15. Sold A. R. Simcoe, 4 doz. Cane-bottom Chairs, at $14 ; 
6 doz. Carved Mahogany at? $25. Received in part 
payment his Note at 1 month for $100. Cash sales 
to-day, $196.70. 

“ 17. Sold R. J. Bruce, 1 Corner Stand, $12.50; 1 French 
Bedstead, B. W., $18.50. Received in part pay¬ 
ment cash $20. Wm. Wilson paid his Note due 
to-dny, $100. . Cash sales, $215. 

19. Borrowed from Edward Huron, Cash $5 account, $5. 
Bought of A. E. Long & Co., Merchandise, as per 
Bill, $425, for which we gave our Note at 1 month. 
Cash sales, $67.40. 

‘‘ 20. Sold D. S. Elgin & Co., Extension Dining Table, $45, 
and received in part payment Cash, $25. Paid 
Workmen cash, $64.70. Cash sales, $110.40. 

'' 22. Received from F. M. Welland, an Order on R. J. 

Bruce for $20, which Mr. Bruce accepts, and places 
to our credit. 

Note. —Credit F. M. Welland with the amount of 
Order, as you received it on his account, and debit 
Mr. Bruce. 

“ “ Received from Edward Huron, Cash, $5. Paid for 

sundry expenses—Postage, $2.25 ; Advertising, 
$15.60; Carting and Piling Lumber, $4. Cash 
ffolcs, $64.70. 
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1877. 
May 24. 


25. 


26. 


29. 


S^dF. M. Welland, 3 Patent Pivot Chairs, at $8 
Keceived in part payment. Note against R. Camp, 
dated Feb. 4th, 1877, at 4 months, for $15. Cash 
sales this day, $137.20. 

^■(Si'q returned the French Bedstead, B. W 

$ 18 . 60 , purchased on the 17tli inst., for which we 
give him credit; and sold him instead, 1 Sofa Bed¬ 
stead, Patent, $40. Cash sales, $20. 

Gave E. Huron our Note at 3 months for $17, in set- 
tiement of account. Gav^e . M. Welland 

an Order on T. K. Frontenac for’$6.90. 

This transaction necessitates two entries. 
Charge W^elland with the amount of - the Order 
and credit Frontenac. 

?: 1 “onth for $50. 

Merchandise, as per 
.Bill, $500. Gave in payment, Peter Grey’s Note oi 
May 11th, for $200, and our own Note at 3 months 
lor the balance, $300. 


I-NVKNTORY OF EFFECTS ON HAND, MaY 31st, 1877. 


Mo-chaiidise, as per Inventory 
Materials and Unfinished Work 
Tools and Implements - 
Store Fixtures - . . 


- $5100 00 

- 3500 00 

• 575 00 

- 160 50 
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BOOK-KEEPING. 


QUESTIONS FOR REVIEW. 

What additional books are used in this Set ? How may a proof oi 
correctness be obtained ? How often are books closed m most business 
houses ? AVhat is the difference between the Day Book of this Set and that 
of Set il ’ What advantage is there in placing debits ni one column and 
Idl in another ? Does a check mark show that an entry has been cor¬ 
rectly posted? What do the Day Book and Cash Book g^e a complete 
historv^of ’ What is the Cash Book a check against ? What is the left 
c fnmn used for, and what the right ? What does the difference between 
the foLngs of the two sides show ? What exists if the difference does 
f arrrPP with the cash Oil hand ? How often is the Cash Book balanced 

to knoAV when notes mature ? How are invoices entered or kept. What 
does the Inventory Book contain ? How and when should names be en- 
torprl in the Index’ How are the books of this Set opened . What 
Idvit^ by entering the transactions in all the books for 

each day before taking any entry of the succeeding day ? hat accounts 
arffirs/opened in the^Ledger ? How is the proof of posting obtained ? 
What is cfone immediately after posting ? What should be 
commencing the second month, in order to make the excess of credit m 
the Dav Book equal to that of the Ledger ? , ^ j oi. 4. 

^The following^uestions to be answered from the Ledger and State- 

What-persons owe the Firm at the end of the 
much ’ Whom do the Firm owe, and how much ? What is the diUer 
ence between the total debit and credit balances- of the ledger. Give 
lut tWresources of the Firm. Of what do the liabilities consist! 
Whatl the nercap^^^^^^^ how found! How much ^d the Firm 
invest’ What is the Finn’s net gam, and how found . What is each 
partner's net capital at closing ? How found ? W 

credit of each partner before closmg his account? What is tlie Oinci 
ence between the debit and credit sides of the Ledger at the end o^f the 
oornnd month ’ Of what do the assets and liabilities consist. W hat is 
tte net^p^aioftheFirml What is the Fim^s net gam! What 
’’is each partner’s net capital at the close of this month ? 


SINGLE ENTRY NOT A PERFECT SYSTEM OF 
BUSINESS RECORD. 

The pupil will do well to read again tlie introductory chap¬ 
ters. EYom the general view there given of the information 
which a set of accounts should furnish, he will be able to fora 
an opinion as to how far Single Entry accomplishes it He 
will remember that a complete set of accounts should both de¬ 
fine the present Financial State of the Business, by 
showing the Assets and Liabilities, and also tell us how 
*his condition has been brought about, by showing 
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CUal, „d Ihe vari.u, a„b,.q„e„t G.i„a .„J 

c„aem.d, does .«t Z’jiS ^IZmM Zl 

(leaving out pf consideration the proprietor’s ^ ^ 

It shows only the debts owing tf unS bv T 

taking them in connection with the Single Entry f ed<^lr^^ *’ 
;.muve.o de r.„.d i„ 

f?"’e®PO“ds to his Cash Account in Ledger'• hS Bib P 
his Bills Eece^able and Bills Payable accounts his stuetem 
of the cost and proceeds of merchandise to Merchandise A c 
Accou^r statement of incidental expenses to Expense 

slow to perceive the advantage arisiiit^ from beina 

pare his gross profits with his expenses, so that, ff need be he' 

Double doe, Ihie i„ .. e;;te".S7 L™ 

r7„Ted7Snr;,7'’ •Jbition.l t. .2S 

mae .h,„ld b.erudg. .hat S 

advantages he will thereby secure. ' 
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BOOK-KEEPING. 


We are now about to introduce the pupil to the more 
perfect system of Book-keeping by Double Entry. We 
trust he will still continue to keep the end he ts atming at m 
view If he does so, and pursues his work in a philosophic 
spirit, we have no doubt he will be able to endorse the words 
of Jackson, an old author of a very excellent work on this sub¬ 
ject “ It is a science whose principles are so simple and souq ; 
its conclusions so natural, evident and certain ; and the syni- 
metry of its several parts so, complete and harmonious, that, 
the very speculation is no less pleasing than the practice is 
projitable,^^ 


CHAPTER VIL 

BUSINESS FORMS. 

An acquaintance with the forms of business papers in 
ral use is indispensable to every one who would master the 
Science of Accounts. Not only should their nature and use be 
fully understood, but the ability to make them out readily and 
correctly should be acquired. For this reason the pupil should 
study and copy the following Forms, which are among those 
most used, until he can write them out readily without referring 
to the book. 


KECETPTS. 

A Receipt is an acknowledgment in writing of having received a 
certain sum of money, or other valuable consideration. 

When a payment has been made, a receipt should be taken as 
proof of the payment. It may not in all cases be 
when important interests are involved, nothing shoiild left to 
uncertainty, if it can so easily be avoided. A Receip 
misunderstandings and loss of friends, as well as loss of money. 
Receipts should be carefully preserved, 

occurred in which claims have been presented t ey w P ' 
When not written in a book specially prepared for the purpose, 
they should be kept in a place of security, so that they may be 
readily produced if needed. 

















book-keeping. 


RECBIPT FOR PAYMENT ON ACCOUNT. 

J r TTT TT Toronto, Ont., Jan. 1st, 1877 

Received from W. H. Yourex Fifty Dollars on account 

_ E. SCARLETT. 

RECEIPT IN FULL OF ACCOUNT, 

to^atr'"^'^ Seventy-five Dollara in full of account 

CHAS. ADIN. 

- - 1 

RECEIPT IN FULL OP ALL DEMANDS. 

Tj . , - ^ -r^ Napanee, Jan. 1st, 1877. 

of allTemands”" Hundi'ed and Fifty Dollars in full 

J. A. FRASER 

- I 

receipt for a PARTICULAR BILL. 

■D • , r -r. Kingston, Dec. 1st, 1876. 

Received from Beatty & Wallbridge Five Hundred Dollars, in 
payment for a bill of groceries of this date. 

J. CARRUTHERS. 

RECEIPT FOR BORROWED MONEY (oR BORROWED MONEY DUE BILL). 

x> 11. Picton, Jan. 1st, 1877. 

v i;°'TvT. “nd received from John S. MiUer Four Hundred and 
^ promise to pay on demand, with interest. 

. B. BORROW. 


RECEIPT FOR SERVICES. 

T> • 1 r ^ Hamilton, Dec. 1st, 1876. 

seiwices^o^d^at ^Vallbridge Forty-seven Dollars, in full for 

0. PAYMAN. 


RECEIPT FOR A NOTE. 


. London, Dec. 4tli, 1876. 

Received from J. B Ashley his note of this date, at four months, 
Hundred Dollars, in full of account rendered to 1st inst 

G. a HOLTON dc 00 
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BOOK-KEEPING. 


KECEIPT FOR RENT. 

Montreal, Dec. 1st, 1870. 

Received from P. C. West & Co., One Hundred and Twenty Dol¬ 
lars, in full for one quarter’s rent of store No. 96 McGill Street; 

RECEIPT FOR INTEREST DUE ON MORTGAGE. 

Toronto, Dec. 5th, 1876. 

Received from Robert Smith Twenty-nine iVV Dollars, in full for 
six months’ interest due this day, on his m^tgap to me, beanng 
date Dec. 6th, 1873, for Five Hundred and ^mety DoU^. 

$29i%V _ S. a. BEATTY. 

receipt for payment by the hand of a third party. 

Halifax, Jan. 1st, 1877. 

Received from John Jones, by the hand of R. Howe, Fifty Dol¬ 
lars, in full of his account. ^ DEAN. 


INDORSEMENT OF A PARTIAL PAYMENT ON A NOTE. 

Bowmanviile, Jan. Ist, 1877. 
Received on account of the within note, Fort^five 
l$4.5. 

agent’s receipt. 

Brantford, Sept. 1st, 1876. 

Received from M. L. Perkins, Two Hundred Dollars, to apply on 
hh amount with 0. P. Stanwood. ^ ^ HOWARD, Agent. 

bills and invoices. 

A BiU of Goods is a written descriptip of the quantity “d pnee 
of goods sold, with the time or date of the transaction, and the 

“7rii<l'era1uulc"unfoTmerch^^^ in which the marks 
numbers, contents, and value of each package, together with al 

*^'^Wlfen MVtiihi" is purchased of another, or is *0 ^® charged in 
account H is well to take a Bill for it. The Bill wdl be a reminder 
rmake the proper entry in the books concerning it, and will a so 
serve ae a voucher for items, prices, &c. Even when cash is paid, 

'he Bill is frequently needed for reference. 

InVoices are usually pasted in a book, or neatly folded and 
iiiarked on the back with the name of the person from whmi 
bought, the date and tlie amount, and then pub up m month } 
packages for safe keeping. 



















COOK-KEEPTKG. 


1. BILL NOT RECEIPTED. 

Mr. CHAliLES D. PUTNAM, January Ist 

_of Wm. L. Brown & Co. 


6 yds. Black Silk 

on n -n. '' broadcloth 

20 Factory Cotton 
15 ‘‘ Canton Flannel 


4 00 
10 
2o 


, 1877. 

► $10 

L 

' 16 

00 

2 

00 

1 ^ 

75 

1 $31 

75 


Mr. W. A. BOBBIN, 


2. BILL RECEIPTED. 

Cornwall, Nof. l^t, 1876. 
To Conger Bros. 


To 10 yds. Cambric 
^‘20 Gingham 
‘‘ 6 ‘‘ Broadcloth 
“ 2 doz. Spools Thread 


uo Higaea 

placed before it. 


Mr. J. A. MOOBE, 


Received payment, 

CONGER BROS. 


3. ITEMS OF AN ACCOUNT. 


Dr. 

16 

$160 

30 

600 

001 

20^00 

50 

100 

• j 

1 $28 50 

1 

own name 


1876. 

July 

Aug. 


Sep. 

Oct. 


7 

To Bobertson Henry, 


To 4 yds. Broadcloth 
Can. Tweed 
1 Vest (Broadcloth) 


I By Cash 


Cr. 


6| Order on A. B. Clark 
j Balance due 



Dr. 

at $0 OOj 

j $2ojoO 

1 60j 

460 

I 

650 

$20 00 

$30 

00 

5 00' 

26 

00 

J 

85 

00 


Settled by Note, 

ROBERTSON dh HENRY. 
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BOOK-KEEPING. 


4. MONTHLY STATEMENT. 

Toronto, Jan. 1st, 1877. 


Messrs. SMITH & JONES, 

To Sinclair, Jack & Co. Dr. 


1870. 

Nov. 

ti 


1 To Mdse, as per Bill rendered at 3 mos. 

g<t (( (( ' (( 4*^ 

28 “ “ ** ** 30 days 



$100 

20 


500 

00 


400 

00 

$ 

100<) 

20 


INVOICES. 


L DOMESTIC INVOICM. 

Sales A. 

Folio 325. 

Sold by,/. Wilson. Montreal, Oct. 28tli, J876. 

Messrs. JONES & BROWN, 

Belleville, Out, 

Bought of Sinclair,, Jack & Co., 
Forwarded—G.T.R Importers and Wholesale Dealers in Groceries. 


(Terms —Note at Jf. mo$.) 


1 0 
1 a 


1 4 
151 


6 Hlf. chests Tea (Y. H.), S. J. & Co., 14” 

78 1 4 73 14 74»14. 860 

7 6’. is! 6 o’, is! . ’ ’ 7 0 

“ Gunpowder, “ Chinaman 

83, 16, 82. 16, 331 

85, 16, 81. 16, 

4 Bags Coffee, Java, ‘‘A. B.” 

I ° 128, 4 116, 4 

1 3 1. 4 1 30, 4 

2] “ Laguyra, ‘‘ C. T.” 

1 113, 4 116. 4 

5,Boxes (lOc.) Laundry SjDap, 60 ea. 

4|Doz. B. L. Brushes, ' 2.50 3.00 

‘ Cartage 

E. J. 


60 


4 0 4 
1 6 


228 

8 


299 

271 

478 


22018 
300 07 


$21528 
216|80 
114 72 


39 

21 

11 


$614 37 


60 

00 

00 

25 
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FOREIGN INVOICE. 

Glasgow, 5th Aug., 1876. 

Invoice of one Package, marked and numbered as per margin, 
shipped as per Hibernian S. 8. from Glasgow, for and on account of 
Messrs. G. 0. Holton S Co., Toronto, Canada. 

Bought of ARTHUR & CO. 

London Warehouse, Old ’Change. \ G. C. H. & Co. No. 238. 
Bradford Warehouse, Grange St. ) T. 


1 

4 

Pcs Check Wincey 



£ s. d. 



56i, ,2^, 67J 

228 

6 

5 14 0 

2 

4 

56|, 67, 68; 59 

2304 

n 

7 8 10^ 

3 

1 

‘‘ Shepherd 

504 

8 

1 13 8 

4 

2 

‘ ‘ 61i 54 

105| 

n 

4 3 6 

30 

6 

All Wool Tartan, 






20 8 2 

30|> 40 

237i 

13i 

13 7 2 

35 

G 

“ Clan Serge, 






31, ^2^, 51 

246 

16| 

17 3 4i 


-1 

“ Super “ 

421 

IGf 

2 19 0 1 



Box and Cartage 



15 6 


£ s. d. 


i£53 5 1 


ORDER FOR Oi ODS. 

Montreal, Jan. let, 1877. 

Messrs. Pago, West & Co. 

Gentlemen,—Please deliver to A. L. Cathcaii;, or Bearer, Fifty- 
seven Dollars, in goods from your store, and charge to the account 
of B. C. SANDEBS. 
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ORDERS. 

An Order is a written request to deliver or pay goods or money 
t>«i account of the person signing the request. The signature is a 
voucher that the signer gave the order, and that he is responsible 
for the payment of what is ordered. When an Order is received 
and accepted, an entry should be made charging the signer ; and if 
the Order is for the benefit of a third party, it is well to mention in 
the entry the name of the person t^whom the goods or money is 
delivered. The Order should be kefft until settlement is made, as 
it is a confirmation of the charge. 
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ORDER FOR MONEY. 

Toronto, Jan. 2nd, 1877. 

Mr. W. J. Gage. 

Please pay to A. H. Jones, or Order, One Hundred and Ten 
Dollars, and charge the same to my account. 

$110. PETEE COOPER. 


DUE BILLS. 

A Due Bill is a written acknowledgment of a debt. When it is 
intended that a Due Bill should be paid at a definite time in the 
future, the date of payment should be specified. 


DUE BILL FOR MONEY. 

Hamilton, Jan. 9th, 1877. 

Due Samuel Clare, for value received, One Hundred Dollars. 
$100. GEO. H. CAMP. 


DUE BILL FOR GOODS. 

Kingston, Jan. 3rd, 1877. 
Due Sanford Farmer, Twenty Dollars in goods from our store. 
$20. ROSS <h BAIN. 


PROMISSORY NOTES. 

A Promissory Note is a written promise to pay unconditionally^ andy 
at all eventsy a specified sum of money. 

When a Note is given or received, it should be entered in the 
personas account with whom the transaction occurs, in the same 
manner as cash would be entered. The Note settles so much of the 
account, and may change hands many times before it becomes due, 
and it must be paid to the holder. Should suit be brought because 
not paid, it would be brought upon the note instead of upon the 
account. 


FORMS OF NOTES. 

NEGOTIABLE WITHOUT INDORSEMENT. 

London, Oct. 8th, 1876. 

$ 100 . 

Three months after date I promise to pay S. G. Beatty, or 
Bearer, One Hundred Dollars, value received. 

THOMAS WILLIAM^. 
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NEGOTIABLE BY INDORSEMENT, 

Hamilton, Oct. 28th, 1876. 


^ee moi^hs after date I promise to pay S. Clare, or Order, 
One Hundred Hollars, value received. 

THOMAS WILLIAMS. 


$ 100 . 


NON-NBGOTIABLB. 

Toronto, Oct. 28th, 1876. 


u ^ promise to pay George Dean One 

oundred Hollars, value received. 

THOMAS WILLIAMS. 


$ 100 . 


PAYABLE ON DEMAND. 

Kingston, Oct. 28th, 1876. 


Messrs. Jones & Brown, or 
Bearer, One Hundred Hollars, value received. 

THOMAS WILLIAMS, 


8100. 


PAYABLE AT BANK. 

Bradford, Nov. 5th, 1876. 


‘^®*® ^ promise to pay John Smith, or 
Order, at the Bank of Commerce here, One Hundred Dollars, value 
received. ’ 

. PETER J. WILSON. 


PAY4DLB AT.BANK, WITH INTEREST. 

Belleville, Oct. 28th, 1876. 


$342.42. 

Three months after date we promise to pay Messrs. East & 
West, or Order, at the Merchants’ Bank of Canada, here, Three 
Hundred and Forty Dollars and Forty-two Cents, with Interest at 
seven per cent, per annum, value received. 

SMITH, JONES & GO. 
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JOIXT -NOTE. 


$300. 


Montreal, Jan. 1st, 187 


Three months after date we jointly promise to pay R. Rrown, 
or Order, Three Hundred Dollars, value received. 

E. T. HAMLY. 

J. 0. SHEER Y, 


JOINT AND SEVERAL NOTE. 


Port Hope, Oct. 28th, 1876. 


® 210 . ^ 

Ninety days after date we jointly and severally promise to pay . 
Geo. Wallbridge, or Order, Two Hundred and Ten Dollars, value 


received. 


JOHN BROWN 
WILLIAM BROWN. 


DRAFTS. 

A Draft ia an unconditional written Order, addressed by A. B. 
to C. D., directing him to pay E. F. a certain sum of money. A. B. 
is said to draw on C. D. in favor of E. F. A. B. is called the 
Drawer, C. D. the Drawee, and E. F. the Payee. A. B. may direct 
the money to be paid to himself, in which case he is Payee as well 

as Drawer. . ^ ^ -j. 

To make it an obligation on the part of C. D. he must accept it, 
which is commonly done by writing the word accepted ’ and his 
name across the face of it. 

Drafts may be made payable at a certain time after date, a cer¬ 
tain time after sight, at sight, or on demand. It is usual, and 
advisable, to present for acceptance all Drafts we receive, except 
those payable on demand. With regard to those payable at a cer- 
tain time after sight, and even those payable at sight when days of 

grace are allowed, presentment for acceptance is absolutely neces¬ 
sary, in order to fix the date of payment, for which purpose the dats . 
of acceptance must also be written. 


$75. 


FORM oF SIGHT DRAFT. 

Cobourg. Jan. 1st. 1877 


^ At sight, pay Henry Campion, or Order, Seventy-five Dollars 
and charge to .account of JOHNSON. 

To A. R. Hammer, , 

Whitby, Ont. 
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TIME DRAFT. ✓ 

Toronto, Kov. 1st, 1877. 

$ 200 . 

Thirty days after date pay to the Order of W, R. Lingham, 
Two Hundred Dollars, value received, and chai’ge to the account of 

S, T. tANCE, 

To Isaac East, 

Oshawa, Out, 


TIME RECKONED AFTER SIGHT. 

iiaiuilton, Jan. 3rd, 1877. 

$2.o7. 

Thirty days after sight pay to the Order of W. R. Lingham, 
Two Hundred and Fifty-seven Dollars, value received, and charge 
to the account of 

S, T. VANCE. 

To Isaac East, 

Oshawa, Ont, 


QUESTIONS FOR REVIEW. 

FORMS OF BUSINESS FAPEES. 

What should be understood concerning the papers used in business ? 
What ability should be acquired ? What is a Receipt ? Why should 
Receipts be preserved ? Give the wording of a Receipt for payment on 
account. A Receipt in full of account. A Receipt in full of all de¬ 
mands. A Receipt for a particular bill. A Receipt for borrowed 
money. A Receipt in full for services, A Receipt for a note. A Re¬ 
ceipt for rent. For interest due on a mortgage. For payment by the 
hand of a third party. What is a Bill of Goods ? What is an Invoice ? 
Of what use is a Bill of Goods ? How are Invoices usually preserved ? 
Write a Non-receipted Bill of Goods. A Receipted Bill. A Bill paid 
by Note. What is an Order ? Of what is it a voucher ? Give the 
form of an Order for Goods for another person. An Ofder for Money. 
An Order for Goods for yourself. What is a Due Bill ? Write a Due 
Bill payable in money. A Due Bill payable in Goods. What is a Pro¬ 
missory Note ? What should be done when a Note is given or received ! 
In what book is a full description of Notes entered ? Give the form of 
a Note negotiable without indorsement. A Note negotiable by indorse¬ 
ment. A non-negotiable Note. A Note payable on demand. Payable 
at bank. A Joint Note. A Joint and Several Note. What is a Draft ? 
When are Drafts made payable ? When made payable at sight, or a 
certain time after sight, what should be done to fix the date of pay¬ 
ment ? How is a Draft accepted ? Give an example. What should 
also be written if the Draft is drawn payable at sight or after sight ? 
Give the form of a Sight Draft. A Time Draft. A Draft where time is 
reckoned after sight. 
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DOUBLE ENTEY. 

INTRODUCTION. 

A COMPLETE set of accounts, as the pupil is already aware, 
should furnish the means of readily determining— 

I. The Present Financial Position, by showing the 
present Assets and Liabilities. 

II. How this position has been attained, by showing 
the Original Capital and the subsequent Gains and 
Losses. 

As the result in the latter case must be the same as in the 
former, the problem for the pupil may be thus stated :•— 

“ (^veiij jhe financial condition of a business at the beginning of a 
certain period, the transactions during the period, and the value of 
the goods remaining at the end; it is required to recovd and classify 
these various items, so as to exhibit the financial condition at the 
end. First, from a statement of Assets and Liabilities at that 
time ) second, from a statement of the Gains and Losses, in connec¬ 
tion with the Original Capital. 

He has seen that the Single Entry Ledger contains only 
personal accounk, and that, even with the aid of the Cash Book 
and Bill Book, it is not competent to do more than commy 
with the first requirement. It i«, therefore, as a system, 
imperfect. 

He has also seen that Double Entry supplies the defect of 
Single Entry, by keeping accounts not only with tlie persons 
with whom business is transacted, but also with every form of 
value exchanged y and with every source of receipt and expendHure. 
It thus shows, in addition to all that Single Entry does (even' 
with the aids above mentioned), the various channels through 
which the gains and losses have been made ; thereby afford- 
iug, not only presumptive evidence of the correctness of the 
work, but also a basis upon which to plan future enterprises. 
Double Entry, therefore, meets both requirements, 
and consequently recommends itself as a perfect system of 
Account Keeping, 

Such a problem as the one just stated the pupil has already 
solved in the example of connected accounts, or Double Entry 
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Ledger, as we may call it, pages 22-25. One of the methods 
recommended for doing that exercise was—to take one trans¬ 
action, make the proper entries in the two accounts affected by 
it, and then proceed to the next. As all the transactions were 
on account, a personal account was affected in each case. And 
he will, no doubt, remember that every time he debited a •per¬ 
sonal account, he credited with an equal amount an impersonal one 
(one in the name of a thing, not of a person) ; and similarly, 
every time he credited a personal account he debited an im¬ 
personal one with the same amount. A constant equilibrium 
of debits and credits was thus kept up. This, indeed, is a 
fundamental principle of Book-keeping by Double 
Entry. For every dollar and cent placed on one side of the Led¬ 
ger, there must, he just as many dollars and cents placed iomewhere 
on the other side. . 

Whatever differences there may be in the working out of 
the following sets, the pupil will observe that they are merely 
peculiarities. The same general principle runs through the 
whole. The particular method or form in which books are 
kept is not essential, so long as it conforms to the principle of 
equal debit and credit. • 


BOOKS USED. " 

If we sell goods to Benjamin Worth, without receiving at 
the same time anything in return, the two Ledger accounts 
affected are Benjamin Worth and Merchandise, and we 
may, if we like, at once debit Benjamin Worth, and credit 
Merchandise, without previously entering the transaction in 
any other book. The Ledger, indeed, is not only the principal 
book, but it may be said to be the only essentially necessary one. 
If other books are used in addition, they are for convenience 
only, and are, in general, subservient and contributory to it. 
Wiien the pupil finds that their use promotes the neatness, 
condensation and accuracy of the Ledger, he will 
gladly avail himself of them as they are iiltroduced, and keep¬ 
ing always in mind the grand result he is aiming at, he will 
have little, if any, difficulty in comprehending tlicir nature. 


103 





















BOOK-KEEPING. 


BOOKS USED IN SET I. 

The books used in the First Set are the Day Book, 
Journal and Ledger. These are commonly called principal 
books, in relation to others, called auxiliary books, about which, 
however, the pupil need not trouble himself at present. 


DAY BOOK. 

This book is sometimes called The Blotter, and it is not an 
inappropriate name for some people’s Day Books. It should 
contain a concise and comprehensive history of the merchant’s 
business transactions ; commencing with an inventory of his 
effects, and the debts due him ; also of the debts due by him 
to others.' 

After this his business transactions should be recorded at 
the time and in the order in which they occur. Every entry 
should embrace the following particulars :—1st, the date; 2nd, 
the person or account ) 3rd, what you have bought or sold, 
paid or received ; 4th, the terms of payment; 5th, the articles, 
quantities, prices and amounts. ^ 

In writing this book, everything should be clearly expressed 
in as uniform a style as possible, and the use of ambiguous 
words and phrases carefully avoided. 

JOURNAL. 

The purpose of the Journal is to state, with regard to ever> 
Day Book entry, which accounts in the Ledger are to receive 
entries, on which side of the account, and for how much; so 
that the posting to the Ledger may be rendered more easy, 
and less liable to error. 

In journalizing any Day Book entry, therefore, the three 
questions to be decided upon are—Which accounts are affected 1 
On which side ? and, For what amount h If the pupil has 
mastered the two chapters on Examples of Accounts, pages 12 
to 30, he will have little, if any, difficulty. If he has not mas¬ 
tered tliem, he will do well to read them again very carefully. 

In any given set of transactions, before appl 3 dng the above 
questions, we must settle upon the names of the accounts we 
intend to open. For instance, in the First Set we are dealing 
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in ( wo kinds of Wheat and two kinds of Flour. We are at"^ 
liberty to include all these under the head of Merchandise; or 
both kinds of flour under the head of Flour, and both kinds of 
wheat under the head of Wheat; or to have four accounts, 
one for each kind of flour and one for each kind of wheat. In 
this Set the second /course is adopted. 

A little reflection will point to the accounts affected. 
We shall be directed to the side affected by asking—If it be 
a personal one,— ^^Did he receive from us or deliver to us 1 ’’ If it 
be an impersonal one,— Did we receive the thing or part with 
iU"' With regard to those impersonal ones which show loss 
or gain, as Merchandise, and especially Interest and Expense, 
the question, “ Did the thing cost us value or produce us value 1 ” 
may indicate more clearly to some minds the side affected. 
The pupil will observe, however, that this is only a modified 
form of the previous question. For the thing which has cost 
us value must have been received, and that which has produced 
us value must have been parted with. 

In the entry, January 2, “Sold James Eimmer, Wheat on 
account, $150,'^ it is evident that the two accounts affected are 
James Rimmer and Wheat As he is the receiver^ his account 
must be debited: and as wheat has been parted with, Wheat 
account must be credited. This may be indicated in the Jour¬ 
nal in several ways, for example:— 


James Rimmer, Dr. 

1 

150 

00 



Wheat, Cr. 



150 

00 

Or, 





James Rimmer, Dr. 

150 

00 



To Wheat 



150 

00 

Or, 





James Rimmer 

150 

00 



AVheat 



150 

00 


There are several other ways of indicating in the Journal 
wdiat are to be the Ledger entries, but whichever is adopted, 
they all mean simply that $150 is to be entered on the debit 
side of James Eimmer’s account, and the same amount on the 
credit si'le of Wheat account. 

In the entry of the same date, “ Bought of Win. Lingham, 
Flour, for Cash, $300,” the accounts afiected are Flour and 
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Casli; Flour on the debit side because it came in. Cash on the 
credit side because it went out. Wm. Lingham’s account is not 
affected, because his relation to us as Dr. or Cr. is not changed 
by the transaction ; and, therefore, we need not make any 
entry in his account. We may ; but if we do, we shall have 
to credit him with the Flour he has delivered to us, and then 
debit him with the Cash he has received from us. And these 
two entries, being equal in amount, would have the same effect 
upon the account as if no entry had been made. 

Two accounts at least will generally be affected in any trans¬ 
action. There may be more. In the opening entry, January 
1st, four accounts are affected—Cash, Flour and Wheat on the 
Dr. side, because all these .came into the business ; and the 
proprietor’s account on the Qr. side, because he put them into 
the business. Adopting the second mode of Journal entry, 
and using the term Stock to represent the proprietor, instead 
of using his own name, the proper Ledger entries will be thus 
indicated:— 



Cash Dr. 

4000 

i 

50 



Flour ‘‘ 

1000 

00 



Wheat 

3000 

00 



To Stock 



8000 


We have adopted, for the present, the second mode of jour¬ 
nalizing, for a reason which will be better appreciated when 
we speak of the Ledger. We must, however, caution the pupil 
against attaching to the word ‘‘ Tof in the expression “ James 
Rimmer, Dr. to Wheat,’’ the meaning whicli, from the ordinary 
use of language, would naturally suggest itself. The plain, 
naked fact is, that James Rimmer is Dr. to US for Wheat. If 
we had this Journal entry, “ Charles A din Dr. to Benjamin 
JVm'th,^^ it would simply mean that Charles Adin is Dr. in 
relation to US, and that Benjamin Worth is Cr. in relation to 
US. We have nothing to do in our books with the relation of 
outside parties to one another as Dr. or Cr., but only with the 
relation of these parties to us. Indeed, so far as these two per¬ 
sons are concerned, the meaning we would naturally attach to 
the expression is the very opposite of the fact. For, the circum¬ 
stance which originated the entry (which may have been our 
giving to Charles Adin our order or draft upon Benjamin 
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Worth) would actually make Benjamin IForih the Dr. of Charles 
A din. 

The pupil cannot fail to have observed • that his ability to 
journalize any transaction must depend entirely upon his know¬ 
ing what entries should be made in the Ledger, and this 
depends upon his having a clear idea of the nature of the 
different Ledger accounts. 

The name of this book, Journal, is not suggestive of its 
use. From ^\jourf French for day, it is synonymous with 
Day Book, and was appropriate when it was the practice in 
the Journal not merely to indicate the proper Ledger entries, 
but to add the full details of the transactions from the book of 
original entry, then called the Waste Book. 

LEDGER. 

The Ledger is the book in which the transactions, scattered 
through the Day Book without order as to hind, are arranged 
under distinct and appropriate heads, called accounts. The 
amount put into the business by the proprietor, or ‘taken out 
by him, is put under His OWN name, or under the name of 
Stock, or Capital ; every item affecting the debit or credit, 
on account, of any particular person towards us is placed under 
that person’s name ; all receipts and payments of cash, under 
the head of Cash ; others’ notes received and disposed oj, 
under the head of Bills Receivable ; our notes issued and 
redeemed, under the head of Bills Payable ; purchases and 
sales, under Merchandise ; and incidental outlay, under 
Expense. 

It has already been remarked that the proper entries might 
be made in the Ledger at the time of the transaction, without 
being entered in any other book whatever. Two inconve¬ 
niences, however, would follow. The Ledger would have to 
contain the details of the transaction, which would make the 
accounts very unwieldy ; and in the hurry of business it would 
be impossible to make the original entries in the Ledger so 
neatly as is desirable. By first entering the particulars of the 
transaction in the Day Book, we need only transfer the amount 
to the Ledger, with a word or two to explain the entry ; and 
the transferring or posting to it can be done at leisure. 

The original entries being' made in the Day Book, they may 
he transferred to the Ledger without the aid of the Journal ; 
and in modern practice, where the original entries are so made 
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that the purchases, sales, cash receipts and payments, are kept 
separate from one another, it is unnecessary. Its introduction, 
however, into the preliminary sets, will more deeply impress 
upon the mind of the pupil the principle of^ equal debits and 
credits ; and when it is formally dispensed with he will more 
clearly see that its essence is retained in the peculiar mode of 
making the original entries. 

Names and" Oeder of the Accounts.— Tlie pupil need 
scarcely be told that the Journal contains the names of all the 
accounts that are to be opened in the Ledger. Although in 
practice it is usual to give a page to each account, we will 
apportion to each, only so much space as is necessary. In text¬ 
books generally no definite order is observed, but as advantage 
may result from attention to this matter, we will take first, 
Stock; after that, all the accounts which show an asset or a 
liability, beginning with the most available asset; and lastly, 
those showing a loss or a gain. We shall thus have the accounts 
of the First Set in the following order, namely :—Stock, Cash, 
Bills Keceivable, Bills Payable, Personal Accounts, Flour, 
Wheat, Expense. The headings should be written in a clear 
text-hand, and the abbreviations, Dr. and Gr., may be placed 
at the top of the page only. 

Posting. —Transferring an entry from any book to the 
Ledger is termed posting, the word post, as a verb, meaning 
simply to put, to place. If the posting be done direct from the 
Day Book, it is an intellectual operation, because for each separ¬ 
ate Day Book entry we have to think which account, and which 
side of it, is affected. But all the thinking has been done in 
journalizing, and the results are so registered in the Journal, 
that posting from it is reduced to a mere mechanical operation. 

The first Journal entry is a plain direction that Cash, Flour 
and Wheat are to be debited respectively with the amount 
placed opposite to them, and that Stock is to be credited with 
the amount placed opposite to it. Thus :— 

Dr. Cash. Cr. 


iIto Stock j 

1 1 

4000150; 


1 

1 

1 



! ’ ' 

! 1 


1 
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Dr. Flour. Or. 


1877 

1 



• 1 






Jan. 

ijTo Stock 

1 


3000 

ooj 







Dr. Wheat. Or'. 


1877 

1 


1 1 1 


1 

1 


Jan. 

I'To Stock 


1100000 
i ! 1 



1 

1 



Dr. Stock. Or. 







i 

1 


jl877 

:Jan. 

i 

1 

1 

1 

By Sun¬ 
dries 

1 

jsooo 

50 


Instead of the word “ Sundries,^' we could, if we had chosen, 
have written “ Cash, Flour and Wheat.” But it is usual, when 
there is more than one account to name, to write “ Sundries,” 
meaning several accounts. 

The narrow column to the left of the money column in the 
Ledger is for the Journal page. As soon as each Ledger entry 
is made, the page of the Ledger should also be put in the second 
column of the Journal. This shows that the item is posted, 
and also the page of the Ledger on which the account is found. 

Although in the Journal entries we have named the debit 
account first, we are at perfect liberty to name the credit 
account first. We can say— 

Flour Dr. to Cash, 
or. 

Cash Cr. by Flour. 

So far as the fact is concerned which originated the entry, 
the)'' both mean that Flour came in and Cash ^vent out. So far 
as the operation to he performed in the Ledger is concerned, they 
both direct that Flour Account is to be debited, and Cash 
Account credited. 

Beading the Ledger entries by giving the name of the 
account first with Dr. or Cr., according as the entry is a debit 
or credit one, the pupil will observe that every debit entry 
will read like the Journal, word for word, and every credit entry 
will read as the Journal would read if written with the credit 
account first. 
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Set I—double entei 

The following Set is worked out in full, in order to show 
L® proper form of carrying the transactions through 

the difterent books, and should be thoroughly understood in 
every particular before proceeding further. 

The transactions are first taken from the “ Record,” (which 
is supposed to be a memorandum of the merchant’s business 
transactions in the date and order of their occurrence,) and 
arranged properly in the Day Book, after which they are jour¬ 
nalized and posted. * 

A faithful adherence to the foregoing instructions and illus- 
tratious will enable the pupil to record, readily and correctly, 
the following exercise, which should be first written on Skeleton 
paper prepared for that purpose, or on blank paper ruled up bv 
the student himself. ^ 


Jan. 2. 


SET I.— PRODUCE BUSINESS. 

It is expected that the student will not merely 
exercises in connection with this Set, but that he 
them out for himself according to the forms given, 

RECORD OP TRANSACTIONS. 

Toronto, January 1, 1877. 

Commenced business, investing as follows:_Cash - 

600 bbls. Extra Flour, at $6 
800 bush. Fall Wheat, at $1.25 - 
Bought of W. Lingham, for cash, 60 bbls. 
Superfine Flour, at $6 - 

“ Sold James Rimmer, on acc’t, 100 bush. Fall 

Wheat, at $1.50. 

Bought of H. Corby, on my note, 200 bush. 
Spring Wheat, at $1 

3. Sold Robert Thomf)son, on acc’t, 400 bush 
F.all Wheat, at $1.60 - - . ’ 

“ Bought of W. Lingham, on my note, 100 

bbls. Superfine Flour, at $6.50 - 
“ Bought of James Wilson, for cash, 200 bush. 

Fall Wheat, at $1.50 - - . . 

Sold John Smith, for his note, 100 bush. 
Fall Wheat, at $1.75 ... 
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copy the 
will work 


$4000 50 
3000 00 
1000 00 

300 00 

150 00 

200 00 

GOO 00 

650 00 

300 00 

175 00 
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1877. 

Jan. 4. Received of James Rimmer, on acc’t, Cash - $100 00 

“ 5. Bought for cash, 400 bush. Fall Wheat, at 

$1.40 560 00 

‘‘ ‘‘ Sold James Johnson, for note, 100 bush. 

Spring Wheat, at $1.20 - - . . 120 00 

‘‘ 6. Bought of H. Corby, on acc^t, 500 bbls. Extra 

Flour, at $6 3000 00 

‘‘ “ Sold James Miller, on acc’t, 200 bbls. Extra 

Flour, at $6.50 - - . . • . 1300 00 

“ ** Sold for cash, 100 bush. Sp’g Wheat, at $1.25 125 00 

“ 8. Sold James Rimmer, on acc’t, 200 bush. Fall 

Wheat, at $1.40 ‘ - - ' - - - 280 00 

^ ** Received of James Miller, his note in full 

of acc’t - -. 1300 00 

“ 9. Paid cash for sundry items of expense - 25 50 

** “ Sold Robert Thompson, on acc’t, 250 bush. 

Fall Wheat, at $1.50 - . 275 00 

** 10. Boiiglit of W. Lingham, on acc’t, 450 bush. 

Spring Wheat, at $1 - - - 450 00 

“ Paid H. Corby, cash on acc’t - - - 1000 00 

11. Sold Robert Brown, 200 bush. Spring Wheat, 

at $1.25 . 250 00 

100 bush. Fall Wheat, at $1.30 - - - 130 00 

Received in payment, his note for $150, cash 
for balance, $230. 

12. Bought of W. Lingham, on my note, 50 bbls. 

Extra Flour, at $6.30 - - . - ol5 00 

** Paid cash for my note of tlie 3rd ihst., favor 

of W. Lingham - . - . . 350 00 

“ 13. Sold J. Rimmer, on acc’t, 200 bbls. Extra 

Flour, at $7 . 1400 00 

“ 15. Paid cash in full for my note, favor H. Corby 200 00 
“ “ ReceivedofR. Thompson, cash in full of acc’t 975 00 
“ Received cash, in full for J. Smith’s note of 

the 4th inst.175 00 

16. Gave H. Corby my note on acc't - - 1000 00 

“ 17. Bought of W. Lingham, on acc’t, 550 bush. 

Spring Wheat, at $1 - - - 550 00 

^ Sold J. Rimmer, on acc’?^ 150 bbls. Super¬ 
fine Flour, at $8 - - - - - 1200 00 

“ •• Received cash, in full for J. Johnson’s note 

of the 5th inst.. 120 00 

“ 18. Paid sundry expenses in cash - • • 140 00 
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INVENTORY OF GOODS 

600 bbls. Extra Flour, at $6.00 
50 “ “ 6.30 

.200 bush. Fall Wheat, 1.25 
50 ‘‘ ‘‘ 1.40 

800 “ Spring Wheat, 1.00 


REMAINING UNSOLD. 

. $3600 00 

- 315 00 
- 3915 00 

. 250 00 

70 00 

- 800 00 

- 1120 00 


SPECIMEN DAY BOOK. 

TO THE PUPIL. 


After becoming fai;niliar with the preceding instructions, you 
may write up the Day Book according to the tollowing form, 
then lay aside the printed book, and on a sheet of waste paper 
"iournalize the entries of the Day Book, after which compare 
with the printed Journal to see if you have journalized cor¬ 
rectly ; then post to the Ledger as directed in explanations on 
posting, independent of the printed book, and make out your 
Trial Balance and Statements. • • 

The check mark (y) is to show that the entry to which it is 
placed is journalized. It should be made immediately ajter 
journalizing-- before. 


Toronto, Jamiaiy 1st, 1877. (1) 


- 


*-this day commences the 







Produce Business at No. 128 Front 
Street, renting store from F. John¬ 
son, and investing as follows :— 

4000 

50 





Cash 



t Extra 

v/ 

500 bbls. Flour $6 00 

3000 

00 

8000 

50 
,1 _ 

Fall. 

800 bush. Wheat 1 25 

1000 

OOi 

* 


Amount forward 

1 


8000 50 


* Pupil to use his own name. , . . , 

+ The mar<pn to the left is for the description or mark 
order tliat they may be readily referred to. 


of the articles, 


ir 
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(2) Toronto, January 2, 1877. 


Super. 

x/ 

Carried over 

Bought of W. Lingham for cash, 

50 bbls. Flour $6 00 

(< 

Fall. 

x/ 

Sold James Eimmer on acoT, 

100 bush. Wheat $1 50 

it 

Spring. 

x/ 

Bought of H. Corby on my note, 
200 bush. Wheat $1 00 

Fall. 

x/ 

Sold Eobert Thompson on acc*t, 
400 bush. Wheat §1 50 

u 

Super. 

x/ 

Bought of W. Lingham, on my note 
100 bbls. Flour $6 50 

Fall. 

x/ 

Bought of James Wilson for cash, 
200 bush. Wheat $1 50 

1 

Fall. 

x/ 

Sold John Smith for his note, 

100 bush. Wheat, $1 75 

U 


x/ 

Eeceived of Jas. Eimmer on acc’t, 
Cash 

K 

Fall. 

x/ 

Bought for cash, 

400 bush. Wheat $1 40 

it 

Spring. 

x/ 

Sold Janags Johnson for his note, 
100 bush: Wheat $1 20 

G 

Extra. 

x/ 

Bought of H. Corby on accT, 

50^0 bbls. Flour 00 

{< 

Extra. 

x/ 

Sold James Miller on acc’t, 

200 bbls. Flour $6 50 


1 

Amount forward 


n 113 


8000|50 
300 00 

150 00 

200 00 

GOO 00 

650 00 

300 00 

175 00 

100 00 
5G0 fiO 
120 00 

3000 00 
1300 0( 
15455 5( 
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Toronto, January 6, 1877. 


Spring. 

n/ 

Carried over 

Sold for cash, 

100 bush. Wheat $1 25 

<e 


Fall. 

x/ 

Sold James Rimmer on acc% 

200 bush. Wheat $1 40 

u 



v/ 

Received of James Miller his note 
in full of account 

9 



x/ 

Paid cash for sundry expenses 

u 


Fall. 


Sold Robert Thompson on acc't, 
250 bush. Wheat $1 50 

10 


Spring. 

J 

Bought of W. Lingham on acc't, 
450 bush. Wheat $1 00 

a 



J 

Paid H. Corby cash on acc’t 

11 


Spring. 

Fall. 

J 

Sold Robert Brown 

200 bush. Wheat $1 25 

100 “ “ 1 30 

Rec’d in payment his note, $150 
Cash for the balance, 230 

1 o 

250 

130 

Extra. 

J 

Bought of W. Lingham, on my 
note, 

50 bbls. Flour $6 ^0 

c< 



J 

Paid cash for my note of 3rd inst. 
13 


Extra. 

J 

Sold J. Rimmer on acc’t, 

200 bbls. Flour $7 00 

15 



J 

Paid cash in full for my note 
favor H. Corby 




Amount forward 
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(3) 

15455 50 

I 

125 00 

280 00 

1300 00 
25 50 

375 00 

450 00 
1000 00 

,380 00 

315 00 
650 00 

1400 00 

200 00 
21956 0' 



























































( 4 ) 


book-keeping. 
Toronto, January 15, 1877. 


Spring. 

Super. 


J 


Carried over 
Received of R. Thompson, cash 
in full of acc’t 


Received cash in full for John 
Smith s note of the 4th iust 
16 


Gave H. Corby my note on acc’t 


Bought of W. Lingham on acc’t, 
550 bush. Wheat $1 00 


Sold James Rimmer on aoc’t, 

150 bbls. Flour $8 00 


Received cash in full for J. John- 
son s note of the 5th inst. 

- 18 - 


Paid cash for sundry expenses 


^Inventory of goods unsold : 
600 bbls. Extra Flour, at 

’^6 00 - - . $3600| 

50 bbls. Extra Flour, at 

$6 30 . . . 3i5j 


200 bush. Fall Wheat, at 

$1 25 - . . 250 

50 bush. Fall Wheat, at 

^1 40 - - . 70 

800 bush. Spring Wheat, 

at $1 00 - - - goo 


3915 


1120 


00 


00 

I I 


21956 

975 

175 

1000 


550 


00 

00 - 

00 

00 

§0 


120000 


120 

140 


26116 


00 


00 

oc 


common to value the ^oods on hand at their cost price 
if II necessary, a per centage for bad stock or depreciation in value* 
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SPECIMEN JOURNAL. 


Some business men require their Journal to embody brii I 
explanations of their transactions ; but we do not introduce 
this plan now, because, in his incipient steps, everything that 
*takes the learner’s attention off the LEDGER TITLES has a 
tendency to perplex and embarrass him. Familiarity with the 
following form will prepare the pupil for using any other with¬ 
out difficulty. , 1 . , 

The numbers in the narrow column to the left of the names 
of the accounts are the pages of the Ledger to which the 
various items are posted. Each Ledger page is inserted as soon 
as the item is posted— before. 


Toronto, January 1, 1877. 


( 1 ) 


— 

ll 

Cash Dr. 

40001 

50 




2 : 

Flour 

3000* 

00 




3 

Wheat‘‘ 

1000' 

00 




1 

To Stock 



8000 

50 



O 






0 

Flour Dr. 

300 

00 




1 

To Cash 

c< 



300 

00 


2 

James Rimmer Dr. 

150 

00 




3 

To Wheat 

u 



150 

00 


3 

Wheat Dr. 

200 

00 




1 

To Bills Payable 




OflM 



3 - 






2 

Robert Thompson Dr. 

600 

00 




3 

To Wheat 

• 


600 

00 


2 

Flour Dr. 

650 

00 




1 

To Bills Payable 

a 



650 

00 


! 3 

WIfeat Dr. 

30C 

► 00 




! 1 

To Cash 


1 

30C 

100 

1 ■ 

1 

Amounts forward 

li 1020C 

)!50 

1020C 

) 50 
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(21 


Toronto, January 4, 1877. 


Carried over 

1020C 

>50 

10200 

>50 

Bills Keceivabie Dr. 

175 

• 00 



To Wheat 

t€ 



175 

iOO 

Cash Dr. 

100 

00 



To James Eimmer 



100 

00 

5 





Wheat Dr. 

660 

00 



To Cash 

it 



560 

00 

Bill Keceivable Dr. 

120 

00 



To Wheat 

6 



120 

00 

Flour Dr. 

3000 

00 



To H. Corby 

it 



3000 

00 

James Miller Dr. • 

1300 

00 



1 To Flour 

u 



1300 

00 

Cash Dr. 

125 

00 



To Wheat 

8 



125 

oc 

James Eimmer Dr. 

280 

00 



To Wheat 

if 



280 

00 

Bills Eeceivable Dr. 

1300 

00 



To James Milfer 



1300 

00 

9 





Expense Dr. 

25, 

50 



To Cash 

it 



25 i 

50 

Eobert Thompson Dr. 

375' 

00 



To Wheat 



375 < 

oo 

10 





Wheat Dr. 

450 < 

00 



To W. Lingham 
j 



4501 

00 

1 Amounts forward | 

180111 

00, 

18011( 

DO 
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Toronto, January 10, 1877. 


( 5 ) 


Carried over 
[T. Corby Dr. 

To Cash 

- 11 - 


Bills Eeceivable Dr. 
Cash “ 

To Wheat 
- 12 - 


Flour Dr. 

To Bills Payable 


Bills Payable Dr. 
To Cash 

-13- 


James Rimmer Dr. 
To Flour 
-15.— 


Bills Payable Dr. 
To Cash 


Cash Div 

To R. Thompson 
** Bills Receivable 
--16-:— 


H. Corby Dr. 

To Bills Payable 
-17—-- 


Wheat Dr. 


To W. Lingham 


James Rimmer Dr. 
To Flour 


Cash Dr. 

To Bills Receivable 
-18-— 


Expense Dr. 

To Cash 


1801L00 

1000 

00 

150 

00 

230 

00 

315 

00 

G50 

00 

1400 

00 

200 

00 

1150 

00 

1000 

00 

550 

00 

1200 

00 

120 

00 

140 

00 

2G11g' 

00 


18011 

1000 

380 

315 

650 

1400 

200 


975 

175 


1000 

550 

1200 

120 


00 

00 

00 

00 

00 

00 

00 


00 

00 


00 

00 

00 

00 


140 00 


2G11600 
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INDEX TO THE LEDGER. 


A. 

Page. 

K, 1 

) 

Page. 

B. 


L. 


Bill* Receivable. 

1 

Lingham, W. 

2 

Bill^ Payable. 

1 

Loss and Gain. 


Balance. 


1 


c. 


M. 


Cash. 

1 



Corby, H. 

2 i 



. D. 

X. 

N. 


E. 


0. 


Expense. 

3 



F. 


P. 


Flour. 

2 



G. 


Q- 


II 


j R. 




1 Rimmer, James. 

1 

i ^ 

1 

1. 


S. T. 




Stock. 

1 

T 
w. 


U. V. w. 




Wheat. 

3 

1- 


CAUTION.—Ahvaj's Index an account before entering it in the Tiertg’pr. 
Without this precaution it may be forgotten and a second account opened 
wdth the same individual; and unimportant as tliis may appear, it often 
leads to very troublesome Tnistakp^ 
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SPECIMEN LEDGER. 


D». stock. 


isr? 





1877 





Jan. 

1 




1 

1 . 

1 

20 


By Sundriei 


8(J005( 


CAS{I. (r.M .,,.1) 


1 

4 

To Stock 
“ J. Pimm or 

1 

2 

1 

400060 

100,00 

Jan. 

it 

2 

3 

,By Flour 
Wheat 

1 1 

1 ' 3000C 
1 ' 300 (X) 

6 

Wheat 

2 

126,00 

it 

6 

ti it 

2 66000 

11 

U (< 

3 

23000 

it 

9 

“ Expense 

2 26 50 

16 

R. Thomp¬ 
son 

3 

97600 

it 

it 

10 

12 

H. Corby 
BiUs Pay. 

3 100000 
3 650 00 


Bills Rec. 

3 

176001 

it 

16 

a it ^ 

3, 20000 

17 

<< it 

3 

i20;oo: 

1 1 

it 

18 

Expense 

3 ! uojoo 


BILLS RECEIVABLE. 


Jan 

4,^To Wheat 

2 

1 ' 

175:00 

Jan. 


By Cash 

3 

i 

175'00 

ft 

0 

8 

‘‘ J Miller 

2 

2 

12000 

130000 

it 

17 

it tt 

3 

120^00 

It 

11 

‘‘ Wheat 

3 

15000 

1 1 





1 

1 


) BILLS PAYABLE. 


12 

To Cash 

3 

660'00 

Jan. 

16 

it ({ 

3 

200 

00 

1 

1 






1 


\ 



' a 

i 


2 

3 


By Wheat 
Flour 

iC (t 

H. Corby 


1 20000 
1 cr.0,00 
3 3l6jW 
3 100000 


120 
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( 2 ) • 

Dr. (“'..uMSD JAMES RIMJIER. 


1877 

Jail. 

(( 

<t 

i ( 

2 

8 

13 

17 

fo Wheal 

44 4 . 

Flour 

44 4i 

1 

2 

3 

3 

1 li- 

160 00; > 

280001 
1400 OO'i 
1200,00 

1877 

Jan. 

j, 

[jy Cath 

2 

! 

100 ( 

X) 


W. LING HAM. (agLtrm“‘) 





1 


Jan. 

44 

1 

10 By Wheat 

17 “ 

2 ! 
3 ' 

45000 

650,00 

(iJIii-TiSS) ROBERT THOMPSON. 

Jan. 

44 

3 

9 

To Wheat 
(( >• 

\ 

1 

2 

600^ 

375 

w 

00, 

Jan. 

1 

15 : 

By Ca.T.h 

3 

1 976 

1 

1 1 

00 

1 


(?^»‘) H. CORBY. (Sli“) 

Jan. 

44 

,10 

116 

1 

To Cash 
“ Bills Pay. 

1 

1: 

1 1 ' 

100000 Jan. 
1000 , 00 'ii 

' 'ii 

1 1 1- 

0 

By Flour 

2 

3000 

i 

;oo 

(SLirbSS?) JAMES MILLER. 

Jan. 

G 

i 

1 

To Flour 

2 

1300 

lOO 

Jan. 

s 

By BilU Rec. 

2 

1300 

00 

(cort.) FLOUR. (pn»«j.) 

Jan. 

44 

44 

44 

44 

1 To Stock 

2j “ Cash 

3! Bills Bay. 

Gi 11. Cnvby 

I 2 I Bills Pay. 

! 1 

ilsooooo 

1 30000 

1 1 C5000 
21,300000 
3 I 315 00 

1! 

'jan. 
,i 44 

1 ' 

1 

G 

13 

17 

By J. Thriller 
‘‘ J. Riininer 

44 44 

2 

3 

3 

130( 

|l40( 

jl20i 

1 

L 

1 

)'00 

)0U 

Too 
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) '»VI1 EA r. ^ProceeOj.^ 


1877 





1 1 

1877 





Jan. 

1 

To Stock 

1 

1000,oo| 

Jan. 

2 

By J. Rimmcr 

I 

15000 

i< 

2 

“ Bills Pay. 

1 

20000; 

. it 

3 

R. Thomp¬ 

i 

i 

(( 

3 

“ Cash 

1 

30000 



son 

1 ' 

COO 00 

(( 

5 


' 2 

500 ool 

<t 

4 ! 

“ Bills Rcc. 

2 

17500 

(< 

10 

“ W.Lingham 

o 

1 

450i00i 

it 


U (( 

2i 

12000 

(t 

17 

(< ' n 

3 

1 55000 

a 

o; 

Cash 

0 i 

125 00 







It 

81' 

‘‘ J. Riniiner 

2 ^ 

28000 







it 

9* 

1 

R. Thomp-I 

1 

' 








1 

son 1 

2! 

37600 







it 

11: 

“ Sundries 

3' 

330 Oo 


CCMll") EXPENSE. 



The first thing to be done, after the transactions of a set 
have been posted, is to test the correctness of your work, by 
comparing the amounts of the two sides of the Ledger, and 
seeing that the sum of the Dr. side of all the accounts 
equals the sum of the Cr. side. 

This is accomplished by malvirig out a 


TRIAL BALANCE. 

Dr. Cr. 


• 

1 

Stock 






i 

8000 60 


1 

jCash 

- 


0 

- 

6725 

50 

3175 50 


1 

iBilla Receivable 

- 


. 

- 

1745 00 

295 00 


1 

j Bills Payable - 

- 


- 

- 

850,00 

2105 00 


2 

James Riinmor 

- 


- 


3030 00 

100 00 


2 

W. Lingham - 

- 


- 


! 


1000 00 


2 

Robert Tliomp: on 

- 


- 

J 

975 00 

975 00 


2 

H. Corby 

- 



- 

2000.00 

3000 00 


2 

James Miller - 

- 



- 

130000 

1300,00 


2 

Flour 

• 


- 

- 

7205 00, 

3900 00 


3 

Wheat - 

- 


- 

- 

3000 00 ! 

1 2205 00 


3 

Expense - 

- 


- 

- 

165;50| 

1 1 








20116 

ool 

! 2011000 


An explanation of the process of taking" off a Trial Balance is Ln'veo ojj 
next page. 


XikO. 
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TEIAL BALANCE. 

A Trial Balance is taken to ascertain if the Debits and 
Credits on the Ledger are equal, or balance. 

As soon as you finish posting all the transactions to the Led¬ 
ger, according to the principle of equal debits and credits, you 
take off a Trial Balance. This is done by first footing the 
items of the different accounts, placing the amounts in light 
pencil marks, which should be erased after the completion of 
the work. The totals of the accounts are carried to the Trial 
Balance, as per model form, leaving out such accounts as close 
themselves. By adding to the footings of the Trial Balance 
given, the footings of accounts that close themselves, you will 
find that they exactly correspond with those of the Journal, 
which would not be the case if any of the Journal entries were 
not posted; and as the footings of the Journal columns also 
tally with those of the Day Book, it is almost conclusive that 
all the original entries have found their way into the Ledger. 
There will remain two chances of error in the accounts, viz.: 
from improper Journal entries, or from posting to the wrong 
accounts in the Ledger. 

It will be observed from the foregoing remarks, that the 
Trial Balance is not always a strict proof of the correctness ol 
the work, though it is so nearly a test, that under ordinary 
circumstances, it ma^^ be considered satisfactory. 

It is supposed that you have gone through the process ot 
journalizing and posting the preceding set, and that your Led¬ 
ger accounts present an equilibrium of debits and credits. A 
Trial Balance may be taken with the difference columns only, 
or with the amount columns only. The latter is very fre¬ 
quently used in business, a form of which is given on page 122. 
In a real business, a Trial Balance may be taken monthly, and 
should be taken as often as once in three months, even though 
the books are closed but once a year. The following is another 
form of Trial Balance, from the same Ledger. 
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TRIAL BALANCE. 


Dr. BaL 

Dr. 

FootingB. 



i‘ ootinga. 

2660 

00 

5726 

60 

1 

1 

Stock - - - 

Cash - - - - 

sooolso 

317650 

1450 

00 

1745 

00 

1 

Bills Rcceivable- 

296 00 



850 

00 

1 

Bilha Payable 

2166 00 

2930 

00 

3030 

00 

2 

James Rimmer - 

lOOlOO 

3365 

00 

2000 

7265 

00 

00 

2 

2 

2 

W. Lingham 

H. Corby - - - 

Flour - - 

1000 00 
3000100 
39 OOI 0 O 

865 

OOi 

3060 

00 

3 

Wheat - - . 

2206j00 

166 

60 

165 

60 

3 

Expense - - 

1 

11316 

60 

23841 

00 



2384lj00 


Cr. BaL 

r 

8000 5*1 

I 

131600 

looo'oo 

1000 00 


1131560 


Note. —The Ledger from which the foregoing Trial Balance was taken 
does not contain all the results of the business. Hence, in getting at the 
data from which to ascertain the net worth, or the net gain or loss, it will be 
necessary to go beyond the Ledger, and estimate the value of unsold mer¬ 
chandise or other similar property. 

In each of the statements which follow, an inventory of unsold property 
is supposed to have been taken, the results being given. 


CLASSIFIED STATEMENTS. 

The preceding “ Statement, or Trial Balance,” is supposed 
to show the footings and balances of the Ledger accounts grow¬ 
ing out of the transactions indicated in Set I.; and, as far as 
the open Ledger is concerned, affords as completely as possible 
the exact condition of the business at the time the Statement 
purports to have been rendered. The form of this Statement, 
however, is not sufficiently compact, nor the specific results of 
the business so distinctly given as to present at a glance the 
general result which constitutes the objective point of all busi¬ 
ness record. To accomplish this, it becomes necessary to re¬ 
arrange or classify the separate results as shown on the Ledger. 

With regard to those accounts which show only the cost am} 
proceeds from sales of property having a va'iiable valve, it is plain 
that the read value of such property remaining on hand cannot 
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be ascertained from the accounts, but must be found by actual 
enumeration and valuation; a process known in business as 
“ taking account of stock,” or taking an inventory.” The 
value of property which docs not vary, viz.. Cash, Notes, and 
Personal indebtedness, is readily ascertained from the accounts 
themselves. 

Tn classifying accounts two grand results are had in view ; 
first, the Net Worth or Insolvency of the business, that is, its 
tiPMAicial condition ; second, the Net Gain or Loss during a 
specified period. These are shown in the following statements, 
the material for which has already been taken from the Ledger, 
and put in the form of a Trial Balance (page 124), except the 
value of unsold property, whi6h is taken from the Inventory 
at the end of the Day Book, 


1. STATEMENT OF RESOUKCES AND LIABILITIES. 

Analysis of Accounts that show Resources and Liabilities, for the 
purpose of ascertaining the Net Woith or Insolvency of the 
Business. 


1. Feom Inventories. 


Flour, unsold, os per Inventory - 
\ysrEAT, “ - 


lUsource*. 


Llabilitie». 


3915 00 

112000 


2 . From Ledger Accounts. 


Cash, Dr. Amonnt received - - $5725 50 

“ Cr. paid out - • 3176 60 


‘‘ Difference, Amount on hand 
Bills Keg’blb Dr. Other people’s 

note! received $1746 00 
** “ Cr. Other people’* 

notes disposed of 295 00 


** ‘ * D i fferon ce, others’ notes on hand 

Bills PAYABLi. Cr. My notes issued $2165 00 
** “ Dr. redeemed 850 00 


Difference, my outstanding notesi 
125 


2660 


00 


145000 


1315i(X 
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Jas. Rimmor, Dr. IMy Acet. against 

him - - $3030 00 

'' Cr. His Acet. against 

me - - 500 00 

Resources. 

Llabinties. 

1 


1 


** Difference, he owes me 

W. Lingham, Cr. His Acet. against me — I 
owe him ------- 

H. Corby, Cr. His Acet. against me $3000 00 
“ Dr. My “ him 2000 00 

2930 

00 

1000 

00 

“ Difference, I owe him - - - 

Present Net Worih 



1000 

8650 

00 

00 


11965 

00 

11965 

00 


2. STATEMENT OF LOSSES AND GAINS. 


For the purpose of ascertaining the Net Gain or Loss. 


Flour, unsold, per Inventory 
‘‘ Or. or proceeds'from sales 

Total proceeds - 
** Dr. or cost- 


$3915 00^ 
3900 00 

_I 

7815 OOl 
7265 00 


Losses. 


I Gains. 


‘‘ Difference or gain 
Wheat, unsold, per Inventory 
‘ ^ Cr. or proceeds from salcs- 


1120 00 
2205 00 


550 00 


Total proceeds - 
Dr. or cost 


3325 00 
3060 00 


i 


Difference or gain - - - - 

Expense, Dr. or outlay, a loss - - - 
Difference between Gains and Lossesy or Net Gam 


Proprietor’s Net Investment - 
Net Gain - 


. $8000 50 
- 649 50| 


Present Net Worth - $8650 00 


2G5'00 


165 

649 

815l 


50 

50 



00 


126 
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The following arrangement also is recommended to the 
pupil for practice, as it approaches very nearly to the form 
observed in closing the Ledger accounts, and will, therefore, 
serve to prepare him for that work. 

3. ASSETS AND LIABILITIES. 


Flour on hand . 

Wheat “ . 

Cash “ . 

Pllla << 

3915 ooj 
1120 00 
2550*00 
1450 00 
2930100 

Bills Payable (outstanding) 

I owe W. Lingham .. 

“ H. Corby. 

1315:00 
1000 00 
1000jOO 

IjUIS i\6C. • • • • • • 

James Rimnicr owes mo. . 

Net Worth . 

•• 

3315 00 
8660 00 


iioesjoo 



11966|00 


4. LOSS AND GAIN. 


Ejxnenso. 

165 60 

^Gain on Flour * . 

660 

00 

' Net Gain . 

649,50 

“ Wheat. 

265 

00 


816 joO 


815 

00 


6. 

STOCK 



Net Worth . 

^650 

00 

Investment.. 

8000 

60 




Net Gain. 

649 

60 


8650 

00 


8660 

00 


The pupil will test his familiarity with the foregoing in¬ 
structions by rendering analyses or statements of Losses and 
GainSf and of Resources and Liabilities, from the following 
exercises. He will do well to arrange them according to forms 
1 and 2, and also according to forms 3, 4 and 5. The latter 
method will specially prepare him for closing the Ledger. 

If properly worked out the result will be as given imme¬ 
diately after each Trial Balance. 
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6. TRIAL BALANCE. 


Dr. BaL 

Dr. Foot’gs. 


Cr. Foot’gs. 

Cr. BaL 



350 

00 

1 

Stock - - . 

7500 

00 

735o|o0 

1044 

27 

4170 

17 

2 

Mdse (unsold $2000) - 

3125 

90 



1532 

17 

5750 

29 

3 

Cash - - - - 

4218 

12 

1 


600 

00 

500 

00 

4 

Robert Baker - 










Real Estate (unsold 





6685 

00 

7000 

00 

5 

$6900)*- 

315100 



1000 

00 

1500!00 

6 

Bills Receivable -| 

50000 





400;00 

7 

Bills Payable - 

1200,00 

800 

00 

79 

25 

154125 

8 

Geo. Ritchie & Go. - 

75'00 



1061 00 

1200:00 

9 

Warner Bros. - 

139i00 



375 

,00 

375^00 

10 

Expense - - - 







140000 

11 

N. Jones - 

2100 00 

1 700 

00 


1 



12 

Hunt & Co. 

17000 

170 

00 

45 

00 

120 

00 

13 

T nterest andDiscountf 

76130 







14 

W. P. Graham - 

3601 

69 

3601 

!69 

300 

00 

300 

00 

15 

Loss and Gain - 




1 

12631 

69 

23019 

71 


- Equilibrium - 

23019 

ri 

12G21 

69 


Net Capital at commencing,' $7350. 
Net Gain, $450.73. 

Net Capital at closing, $7800.73. 


* Reitl Tstate, Railro*d Stock, and all speculative property accounts are treat<?i :ike 
Vercbaudiie acoount. 

t Interest and Discount contains on the Dr. side the cost ot the uss 
granted to us, and on the Cr. side what the use ofmeuey granted to others products 
Hte diUcrauoe* tlureforf, shows a lau or. pavn. u tbs case uiav he. 
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7. TEIAL-BALANCE. 


lIs.G. Beatty (Partner)* - 

2iS, Clare {Partner)* . - - - 

3iCash - - - • 

4^Merchandiie (Value unsold, $ol59.50) 
5jR,ailroad Stock (Value unsold, ^12000) 
6 ; Bills Receivable . . - - 

TiBills Payable 

8'Real Estate (Value unsold, $8000) 
9|Robert8on & Henry - - - - 

10: G. C. Holton & Co. - - - - 

1]'Expense - - - - - - 

12l Interest ------ 

13;W. Y;. Jones. 

14 John Cook . - - - - 

16 Conger Bros. - - - - • 



Dr. 

Cr. 


3000 

00 

16863 

13 




12000 

00 


9732 

10 

4719 

22 


7350 

00! 

3719 

50 

. 

12000 

00| 




7000 

00 

5000 

00 


3180 

00 

6180 

00 


7600 

ooj 

150 

00 


1150 

00 

920 

00 




1600 

00 


125 

00 


1 


28100 

1326 

. 

1795 

00 

796100 

• 

1290 

00 

84000 

- 



1450 

00 


54150 

10 

64160 

10 


S. G. Beatty’s Net Capital at commencing, $13863.13, 

S. Clare’s Net Capital at commencing, $12000. 

Total Net Gain, $2039.25; each Partner’s share of Gain, 
01P,62L 

S.'G. Beatty’s Net Worth at closing, $14882.75, 

S. Clare’s Net Worth at closing, $13019.63, 


CLOSING THE LEDGER. 

It was thought best for the present to leave the Ledger of 
this set in its open condition, and show the results of the 
business in separate statements. When the object is^ simply to 
know the condition and progress of the business, this method 
is sufficient, but when it becomes necessary to mark these in 


* The Partners’ accounts are treated precisely the same as Stock accounlL An 
Recount is opened for each partner in his own name, and e^h one s shar# Olathe net 
ijain er net loss carried to it. In this instance divide the gain equally. 
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gome enduring manner upon the Ledger, the accounts must be 

To close an account is to bring its current condition to 
an end. If both sides are already equal, write the amount on 
both sides, on the same level, and rule off, as in 
Ledger following. If there is only one item on each side, and 
both are equal, simply rule off. If both sides are not equal, 
make them so by entering the difference between them on the 
smaller side, and then write the amount on both sides, and 
rule off as before. 

Speculative property accounts, as Flour, Merchandise geim- 
rally, Bank Stock, Bailroad Stock, and Real Estate, cannot be 
closed, if any property remains unsold, until the vaWe of what 
remains on hand is entered on the Or. side. The object of 
these accounts is to show the gain or loss arising from t e 
buying and selling of these different kinds of property, and it 
is evident this cannot be ascertained, if the property is not all 
sold, without taking into consideration the value of what re¬ 
mains unsold. After this is entered on the Or. side, then the 
difference between the two sides will show the gam or loss, as 
the case may be ; and the account will be closed by writing 
this difference on the smaller side. j n • 

By closing one account inlo another,” as Loss and train 
into Stock, is meant that the difference entered on the smaller 
side of the former to close it, must at the same time be trans¬ 
ferred to the opposite side of the latter. And as, in making en¬ 
tries of transactions, the name of the contra account is written, 
so in these closing entries, in each account being closed,^ tbe 
name of the account being closed into is written ; and, accord¬ 
ingly, in making the transfer entry, the name of the account 
transferred from Hence, the closing entry m any 

account refers forward to the account to which it has been 
transferred, and the entry in the account closed into refers bach- 
ward to the account from which it has been taken. 

The pupil will see from this the reason why, in entering the 
value of unsold merchandise on the Cr. side of Merchandise 
account, he writes By Balance.” It is simply because, 
these goods being an asset, their value must be entered aJso in 
Balance account. He must carefully guard against supposing 
that this entry in the Merchandise account is the difference 
between the two sides; and he will do well to reineniber that, 
although the word balance^' ordinarily signifies the difference 
betw^n the two sides, in these closing entries it must be con- 
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siclered to mem simply “ iicilance Acconnt/* Hence, any entry, 
closmg or otherwise, which is to be transferred to Balance account 
will be written ‘‘ To ” or “ By Balance,’^ and any entry, closing 
or otherwise, which is to be transferred to Loss Gain ac¬ 
count will be written “ To ” or ‘‘By Loss and Gain/’ 

The pupil should not forget that in no one thing does the proficiency 
of a i)ractical accountant more plainly manifest itself than in the matter 
of neatness in arrangement and execution. He should observe particu¬ 
larly the form adopted in ruling, which is usually done with red ink. 
It is also advisable to v'rite the adjusting and closing entries in red ink, 
to distinguish them more readily from entries of transactions, the trans¬ 
fers being made in black ink. 


ORDER OF CLOSING THE LEDGER 

The pupil will be much assisted in understanding the pro¬ 
cess of closing the Ledger accounts, if he will remember that 
' tlie object is to place in a jiermanent form in the Ledger the 
same results as have been shown in the preceding statements \ 
and, more especially, if he bears in mind the forms, Nos.^ 3, 4, 
and 5, as these very nearly accord with the arrangement in the 
Ledger. The only difference in the headings is, that the 
one there called “ Assets and Liabilities,” will be here called 
“ Balance account. Stock account is already in the Ledger, 
and in the course of business it is not improbable that Loss 
and Gain account \vould be required for some entry which 
cannot properly be made any where else. ^ m • i 

The posting having been found correct by taking a Trial 
Balance, and by careful checking, the following order may be 

observed:— i ^ • rc \ 

I. Open an account in the name of Loss and Gain (it there 
is not one already), into w’hich to collect all the losses aud gains, 
and one in the name of Balance, into which to collect all the 
assets and liabilities. 

II. Enter on the Cr. side of Flour, Wheat, or any speculative 
moperty account, the value of such property unsold (as found 
by taking stock), writing in red ink, “ By Balance, Inventory, 
and transfer the amount in black ink to the opposite, of Dr., 
side of Balance account, writing “ To Flour,” “ To Wheat,” or 
whatever the name of the account is from which the transfer 
is made. 

III. Close Private account into Stock. 

IV The remaining accounts will show either an aiset or % 
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lialjilit 3 % a loss or a gain. Close every account wliose Difference 
represents an asset or a lic{J)ihty into BalciiiCG account, and 
every account whose difference represents a loss or a gain into 
Loss and Gain account. 

V. Three accounts now remain open—Stock, Loss and Gain, 
and Balance. Take a Trial Balance ot these to test the 
accuracy of the transfer entries. 

VI. Close Loss and Gain into Stock ; and S^ock into 
Balance. 

VII. Balance account will now have both sides equal, and 
^¥ill be closed by simply footing, and ruling off. 


PARTICULAR DIRECTIONS FOR CLOSING THE 
LEDGER OF SKf I. 

We will now take the pupil through the process of closing 
the Ledger of Set I., according to the instructions just given. 

I, We first open Loss and Gain account and Balance 
account. 

II. We then ascertain from the Inventory (which, for con¬ 

venience, we have here put at the end of the Da>" Book), the 
value of the goods unsold. . The unsold Flour, in this case, is 
worth $3915, and the unsold Wheat $1120, \yhich amounts we 
enter on the Cr. side of these accounts in red ink, “ By Balance, 
Inventory,” and transfer the same immediately to the contrary, 
or Dr. side, of Balance account, making the entries in black 
ink,'‘‘ To Flour, $3915,” and “ To Wheat, $1120.” . 

The accounts are now in a condition to be closed either into 
Stock, Loss or Gain, or Balance, as the case may be. 

' III. We have not in this set a Private account distinct from 
the Stock account*. 

IV. We then come to Cash. The difference represents a 
resource or an asset of cash in hand, $2550. We enter this in 
red ink, on the Cr. side, writing ‘‘By Balance,” foot up the 
sides, and draw double red lines underneath. This red ink 
entry is at once transferred to the Dr. side of Balance account 
in black ink. 

Bills Receivable shows an asset, and is closed, like Cash, into 
Balance account. 

Bills Payable is also closed into Balance, the difference show- 
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ing a liahility. The closing entry in this case falls on the Dr, 
side of Bills Payable, and the transfer entry, consequently, on 
the Cr. side of Balance. 

We now come to the Personal accounts. All these accounts, 
if there be any difference between their two sides, will show 
either an asset or a liability, as the case may be, and will 
therefore be clo.sed into Balance, in the same manner as those 
already closed. Robert 1 honipson’s account already balances, 
and we close it by simply tooting and ruling it. 

Flour account shows a gain, tlie Cr., or proceeds from sales, 
together with the value of the flour still on hand, being greater 
than the l)r. or cost. The difference is entered in red ink on 
the Dr. side, writing “ To Loss and Gain, $550 and trans¬ 
ferred to the contraiy or Cr. side, of Loss and Gain, writing in 
black ink, “ By Flour, |550.'' Wheat account is closed in the 
same way. 

Expense account, being outlay for which no direct return is 
received, and, therefore, so far diminishing the gross gain on 
Flour and Wheat, is counted a loss. It is closed by writing, 
on the Cr. side, “By Loss and Gain, $1G5.50,” the transfer 
being to the Dr. side of Loss and Gain. 

V. We have now the results of all the accounts exhibited 
under the heads of Loss and Gain and Balance, and it the 
transfers have been correctly made, these two accounts, to¬ 
gether with the unclosed Stock account, must be in equilibrium. 
To test this, we next take a Trial Balance of these tiiree ac¬ 
counts, which we call the 


Dr. 



Second Trial Balance. 


Cr? 



|j 

1 


Stock - 



8000 

50 

165 

50 

1 

, 

Loss and Gain 


- 

815 

00 

11965 

00 

- 

• 

Balance 

• • 

- 

3315 

00 

12130 

50 






12130 

60 

1 


After proving by this test that the differences have been 
properly trans]erred, we proceed to accomplish the grand object 
of closing the Ledger'^accounts, by carrying the difference be¬ 
tween the two sides of Loss and Gain account, or, in this case, 
net gain of $649.50, to the Cr. side of Stock account. 
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The Stock account now coniains on ihe Or. side, the capital 
invested and the net gain since. The absence of any entry on 
the Dr. side shows that there were no liabilities at the be¬ 
ginning, and that no capital has been withdrawn. The diffc-r- 
ence between the two sides is, therefore, ji;st what the Or. side 
amounts to, and represents the present net worth. The Balance 
account contains, on the Dr. side, the present assets^ and on the 
Or. side the present liabilities, the difference being the piesent 
net ivorth. Hence, whatever amount closes Stock will also 
close Balance. Olose Stock into Balance, both sides of which 
will now be equal. Add up and rule off. 


The pupil must not suppose that, when a merchant wishes to ascerlain his financial 
position, he makes a formal closing of his Ledger, and for the contiiiuance of his 
business opens another Ledger, coininencing with the assets and liabilities, as shown in 
the Balance account of his former Ledger. Instead of that, all tlie entries which we 
have transferred to Balance account would be brought down, each in its own account, 
on the opposite side from that on which it falls, thus beginning the account anew. So 
that, if the Balance account be kept in the Ledger, its entries would not be direct 
transfers of the closing entries, but simply an inventory of the entries brought down 
to commence the accounts afresh. As a complete double entry is effected by tlie bring¬ 
ing down of the various differences showing assets and liabilities, the balance account 
may be considered as not a necessary part of the Ledger, and may be k»jpt at the ea.i 
of the Ledger, or in a separate book. We have used it for its convenience in collecting 
the assets and liabilities at once from those accounts which show them. 

The differences of the Loss a5id Gain accounts arc, through tlie medium of the 
a.nd Gain Account,/nail// disposed of in the S ock Account, their ejfect apj ear- 
inf m the altered Xet Capital, brought do^u in Stock account to begin it Atiew. 
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SPECIMEN LEDGER, CLOSED. 
See Exjplanatian, beginning Page 129. 
STOCK. 


1S771 
Jan.20 


To Balance 


Ck 



1 

8650,OOi 

i 

_iJ 

I1877| 
Jan. 1 

u , 

• 1 

l|By Sundiies* 
20j “ Loss & Gain 

1 

i 1 

8000 f)0 
j 6-49|O0 

1 

|8C50|00| 

1 

J 


‘.8C60'00 
il_!_ 


CASH. 


1877 

Jan. 


17 


To Stock 


1 


‘ J. Rimnier ' 2 
‘‘ WJieat 12 
“ 3 

R. ,Thomp-j 
sou 1 3 

‘‘ Bills Rec. I 3 


1 111877 

2 : 

4000,50 Jan. 
100,00 “ 

3 

12600 “ 

5 

230,00l “ 

9 

1 “ 

10 

976,00 “ 

12 

175,00 “ 

15 

12000 “ 

18 

“ 

|6726j5ojj 

20 


Wlieat 
(( 

Expense 
H. Corby 
Bills Pay. 

Expense 

Balance 


300 00 
30000 
6G000 
2550 
100000 
65000 
200 00 
14000 
2550.00 


572550 


1877 

Jan. 


BILLS RECEIVABLE. 


4*To Wheat 
5 

8 ‘‘ J. Miller 
11 “ Wheat 


2 

175 

1118771 
00;'Jan. 

15] 

2 

120,00 “ 

17 

2! 

130000 “ 

20 

3 

160j00 



1745 jOo| 



Balance 


175 

120 

1450 


00 

00 

00 


1745100 

I I 


• Su„dri.s, several things, stands lur the three accounts. Cash. Flour and 

Wheat. 1S6 . 
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Da. BILLS PAYABLE. Ca 


1877 

Jan. 

12 

To Cash 

3 

1 j 

65000' 

1877 

Jan. 

2 

By Wheat 

1 

1 

20000 

(( 

16 

(( (i 

3 

200 

00 

U 

3 

Flour 

1 

65000 

it 

20 

“ Balance 


1315 

001 

i( 

12 

it li 

3 

31500 






I 

(( 

IG 

H. Corby 

3 

lOOOiOO 





2105 

00 





216500 

1 


j 


JAIMES RIMMER. 


1877 


1 



1 : 

1877 


1 




Jan. 

2ITo Wheat 

1 

150'00 

Jan. 

4 

By Cash 

2 

lOO'OO 

it 

8 

! a 

2 

280,00: 


20 

“ Balance 


2930:00 

a 

13 

Flour 

3 

1400,00 







a 

17 

<< « 

3 

1200 

00 





. i 






3030 

00 





aosojoo 


W. LINGHAM. 



ROBERT THOMPSON. 


1877 

Jan. 

3 

To IVheat 

1 

600^00 

11877 

1J an. 

15 

By Cash 

3 

1 sisL 

n 

9 

it U 

2 

375,00 




1 1 





975joO 





1 976i00 

1 i 


136 
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H. CORBY. 


0 ». 


1877i 1 

Jau. lOTo Cash 


!16 

,20 


BiUs Pay. 
Balance 


rTl8771 

lOOOOO'jan. 
llOOOOO 
100000 


,3000,00 


1 

6 By Flour 


300000 


300000 


JAIVIES MILLER. 


18771 
Jan. 0 


To Flour 


1300 


00 


1877i 

Jan. I 8 By Bills Rec. 


130000 


FLOUR. 


1877 

Jan. 


iTo Stock 

2 “ Cash 

3 Bills Pay. 
6 “ H. Corby 

12 Bills Pay. 


1 

1 ||1877 
3000 00 Jan. 

61 

1 

300001 

a 

13 

1 

650;00 

ti 

17 

2 

3000,00 

<( 

20 

3 

31600 

65000| 

781600 

• 1 

I] 



J. Rimmer 
<( a 

‘‘ Bal, InvH'y 


130000 
140000 
120000 
3915 ( 


00 


7815,00 


WHEAT. 


18771 

Jan. 


1 To Stock 

2 Bills Pay. 

3 ‘‘ Cash 
5 “ “ 


“ |l7 “ 


II 

1 1 

1877 

1 

1 

100000 
200 OOj 

Jan. 

u 

1 

3 OOI 0 OI 


2 

66000' 

a 

2 

45000. 

(( 

3 

66000, 

(( 


26600 

i( 

a 


1 

(( 

(t 

1 

1 

3326100 

1 

ll 


By J. Rimmer 
“ R. Thomp¬ 
son 

‘‘ Bills Rec. 


Cash 
s! “ J. Rimmer 
9 “ R. Thomp¬ 
son 

111 ‘‘ Sundries 
20 “ Bal Inv'fy 


150 

600 

175 


00 

00 

00 


12000 
12500 
280,00 
375 00 

380 00 
1120'00 


3325 00 
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1877 




1 i 

1877 


Jan. 

18 

To Casli 

3 

2550 

Jan. 

20 

6i 

<< 


3 

14000 

1 





1 


1C5'50 

i i 




20 By Loss ih Gain 165 50 


16550 


(Losses.) 


LOSS AND GAIN. 


(Gains.) 


1877 




1 111877 


1 


1 

1 

Jan. 

20 

To Expense 


105150! Jan. 

20 By Flour 


65000 

ti 


‘‘ Stock 


649j50j 

(i 


‘‘ meat 


265 

00 





815j00j 





815 

00 


(Resources.) 


BALANCE. 


(Liabilities.) 


1877 


1 


1 lfl877 


1 


1 

Jan. 

20 

To Cash 


2260:00 

IJan. 

20 By Bills Pay. 


1315|00 

<( 

u 

Flour 


3915j00 

(( 

cc 

‘‘ W. Ling- 


loooioo 

C( 

ii 

‘‘ Wheat 


1120;00 



ham 




C( 

Bills. Bee. 


145000 

(( 


H. Corby 


100000 

.(( 

u 

J. Bimmer 


293000 

a 


“ Stock 


865000 

j 





11965|00 





119C500 

i 


None.—In all those aecoiints whose difference shows an asset or a liability, an execs* 
of the Dr. side represents an asset, and an excess of the Cr. side a liability. As the 
closing entry is the excess of the larger over the smaller side, and as this entry is placed 
on the smaller side, and transferred to the opposite side of Balance, it is evident that 
tlm transfer in Balance must fall on the same aide as the excess of the account from 
which it is takiii. Hence, if the excess be on the D/. side, the transfer entry will be 
of Balance, and if the excess is on the Cr. side, the tran.sfer will fall on 
the Cr. gi.de of Balance. Therefore, the Dr. side of Balance contains^the assets, and 
the Ci;^Bide the liabilities. 

It may be similarly observed of the loss and gain accounts, that the excess, on what¬ 
ever side of the account it is, will fall upon the same side of Loss and Gain account.' 
And as an excess of Cr. in all these accounts shows a gain, and an excess of Dr. a loss 
»^the losses fall upon the Dr. side of Loss and Gain account, and the gains on the Cr,* 
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'^DETECTION AND COREj:CTION OF ERRORS. 

The Trial Balance is the best short test of correctness in 
posting yet discovered, and this is defective, inasmuch as 
errors may exist while the Trial Balance is apparently entirely 
correct;—such as posting to the wrong account, although on 
the right side ; omitting to post a debit and a credit of equal 
amount, &c. But if the Trial Balance is not in equilibrium, 
there is certainly an error, which must be sought and corrected. 

Detection. —First. See whether the pencil footings on the 
Ledger, preparatory to taking the Trial Balance, are correct, and 
whether the balances of the different accounts have been trans¬ 
ferred into the Trial Balance rightly. 

Second. If there is still an undiscovered error, examine each 
post separately, checking the entries in both Journal and Led¬ 
ger as you proceed, until you have been over the whole; and 
then look through again, to see if any amount remains un¬ 
checked, and, if so, investigate the cause of the omission. 

In this manner, 3"0u can scarcely fail to discover the mistake, 
provided the Journal is correct; but great care should be taken 
to see that the Journal is in equilibrium before posting, as any 
discrepancy there will give you much trouble in the Ledger. 

Correction. -r-In the Day Book (or any other book of 
original entry), erasures are inadmissible, since this book is 
taken as evidence in courts of justice, and anything obliterated 
or erased looks suspicious, and would probably render invalid 
the entry with which it is connected, and in some cases might 
even throw the whole book out of court, as evidence unfit to 
receive. Errors in it should therefore be corrected by marking 
other entries explaining them ; or the erroneous entrjr, if it 
has not been journalized, may be marked ‘‘ void,” and remain 
without further alteration, a new and correct entry being made 
of the transaction. 

In the Journal, erasures are sometimes admissible, although 
it is generally advisable to treat errors as directed for the Day 
Book. 

In the Ledger, if any entry be posted to the wrong ac¬ 
count, make ciphers of the figures, and leave the remainder so 
as not to deface the Ledger ; then post the entry to its proper 
place. If a wrong amount be posted, alter it to the rigb^. 
And if a duplicate post be made, make ciphers of the figures 
in the erroneous one. If two accounts be opened with the 
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same person, close the one into the other, ‘*To'’ or “By** 
name of account, page—footing and ruling off the closed ac¬ 
count, as a settled account; stating the particulars of each 
tiansfhr in the open account. 


" QUESTIONS FOR REVIEW. 

Vliat two results should a complete set of accounts furnish the means 
of ascertaining ? In what way is the net capital found by Single Entry ? 
What two ways does Double Entry furnish of finding the net capital ? 
Name the most usual kinds of assets—liabilities—sources of gain— 
sources of loss. Name the accounts kept to show assets and liabilities— 
losses and gains. Which of these accounts does the Single Entry Led¬ 
ger strictly contain ? What two subsidiary books along with the Single 
Entry Ledger will generally give the whole of the assets and liabilities • 
except that of goods unsold ? How is the value of the merchandise on 
hand ascertained in most businesses, both in Single and Double Entry ? 
How does the Single Entry Ledger differ from that of Double Entry, 
even when the former is supplemented by the Cash Book and Bill Book ? 
In what respect chiefly may Single Entry be considered an imperfect, and 
Double Entry a perfect, system of account-keeping ? What is the fun¬ 
damental principle of Book-keeping by Double Entry? Name the prin¬ 
cipal book in a set of accounts, and describe it. State some advantages 
of using additional books. What are the three principal hooks used in 
Double Entry ? Describe the Day Book. What particulars should a 
Day Book entry embrace ? Describe the Journal. What is journal¬ 
izing ? How would you decide when a personal account is affected, and 
on which side ? How would yon determine when an account represent¬ 
ing a thing {i.e., an impersonal account) is affected, and on which side? 
How many accounts, at least, are affected in one transaction, and how 
many may he ? What knowledge is necessary to enable us to journalize 
intelligently ? Why should an account be indexed as soon ^s opened 
in thfe Ledger ? What entries are made on the Dr. and Cr. side of Stock 
account—Cash—Bills Receivable—Bills Payable—Merchandise—Ex¬ 
pense—James Heaton—and Bank account ? What does the closing 
entry in each of the above accounts show ? What is meant by closing 
an account—by closing one account into another ? Before closing Mer¬ 
chandise account, or any speculative property account, what prepara¬ 
tory entry must be made, if the property is not all sold, before the 
closing entry can be made ? What is the first thing to be done after 
the transactions of a set have been posted ? What is a Trial Balance, 
and how is it made out? Although the Trial Balance may show an 
equality between both sides of the Ledger, what chances of error still 
remain ? How often should a Trial Balance be taken ? In classifying 
accounts what two grand results are had in view ? When it becomes 
necessary to mark the pro»|res8 of the business in some enduring man¬ 
ner on the Ledger, what must be done ? Under w^at head are the 
losses and gains collected ? Under what head are the assets and liabili¬ 
ties collected ? What does the difference between the two sides of Lost 
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And Gain acconnt show f Whai does the difference between the two 
sides o^ Balance account show ? After the net gam or net loss, as the case 
may be, is carried to Stock account, what will the difference between 
the two sides show ? What general principle guides us, as to the words 
written, in making an entry, either closing or otherwise ? In entering 
the value of unsold goods in Merchandise account, why do we^te Uie 
word “ Balance ? ” Name the accounts closed into Loss and Gain, and 
those closed into Balance. Into which account is Loss and Gain account 
closed ? Give two reasons why, when all the accounts except Stock and 
Balance are closed, the amount which closes Stock will close also 
Balance In which two accounts do we find the present net capital? 
Ill which account do we find both the present and former financial con¬ 
dition of the business? Give the order of closing the accounts. In 
wKat direction does a closing and transfer entry respectively p<^t? 
Wliy is it usual and proper to write closing entries in red mkl 
io you proceed to deteet and correct errors t 
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BUSINESS SERIES. 

The seta which follow, while serving as a synthetical unfold¬ 
ing of the science, are intended, each in its turn, to present 
some speciality of business, and some radical feature which 
distinctly characterizes its purpose. In presenting the trans¬ 
actions, care has been taken to avoid, as far as possible, any 
proi)er form of entry; but, at the same time, to present ,the 
facts as clearly and unmistakably as possible. 

They are intended to cover a wide field of practice, and to 
present sufficient variety of transactions and enforcement ot 
theory to give the pupil a clear understanding of the science. 
Each set is complete wdthin itself, and special in its purpose 
and teaching. Its characteristics are briefly announced at the 
start, and as its results only, with more or less detail, are given 
at its close, the pupU is obliged to accomplish the work of the 
set in order to arrive at the proper result. 

This mode of arrangement is calculated to throw the learner 
upon his cwii resources, and rescue him from the too common 
error of copying down the work without understanding it. 
This feature will no doubt recommend itself to all faithful 
students. 

While performing the following work, -remember that the 
three great qualities essential to success in Accountantship 
are : —ACCURACY, Neatness and Dispatch. 

For the benefit of the pupil, and in behalf of economy 
in the use of Ledger paper, the number of lines required for 
each account will be founa immediately after the set. 

This apportionment, it will be borne in mind, provides for 
the Ledger heading, and'also for the necessary space to close 
up the accounts in due form. 


SET II.—GROCERY BUSINESS. 

CKARACTKiUSTicB.—Bujlng &nd selling for CMh—BxisineM *drer«e, 

St. John’s, N.B., January 1877. Invested Cash, $5000. 
2. Bought of Geo. Wallbriiige, for Cash, 5 hhds. Molasses, 
3500 gals., at 40c., $1400. 


Cadtiox.—I n transcHblng a set to 70^ Daj Book, le*ve the column blrnnk for tn« 
oeertion of jour own folios. 
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3. Sold Thos. Ooin, for Cash, 3 hhds. Molasses, 2100 gals., 

at 35c.j $735. 

4. Sold C. P. Holton, for Cash, 1 hhd. Molasses, 700 gals., 

at 45c., $315. , 

5. Sold W. B. Kobinson, for Cash, 1 hhd. Molasses, 700 gals., 

at 40c., $280. 

6. Paid Expenses in Cash, $176. 

Capital at commendng, $5000. 

Net Loss, $245. 

Capital at closing, $4755. 

The. follou-ing are the Ledger accounts for this set, with the num¬ 
ber of lines required for each :— 

Set II.—Stock, 6 ; Cash, 7 ; Merchandise, 7 ; Expense. 
6 j Loss AND Gain, 6; B.alance, 5. 


SET III.—DRY GOODS BUSINESS. 

CiiiiiAOT,RiSTic».-Buyli.s .nd selling for C«h and on Personal Account--Bnelnea 
prosperous. 

Kingston, January 12th, 1877. Invested in business, Cash, 
$4755 ; Merchandise, $2000. vs 

13. Bought of Muir & Co.,* Montreal, on 3 months credit, 4 
cases, 5200 yds. Muslin, at 20c., S1040. 

15 Sold Geo. Brown, on acc% 1 case Muslin, 1300 yds., at 

25c $325 ; 12 ps. Tweed, 420 yds., at $1.25, $525. 

16 Bought of Walker & Son, for Cash, 3 cases Prints, 3210 

yds., at 10c., $321; and 4 cases do, $3500 yds., at 15c., 
$5 25 

17. Sold H. Warren, on acc’t, 6 ps. Tweed, 210 yds., at $1.25, 

$262.50. 

18. Sold"J. S. Miller, for Cash, 2 cases Prints, 2140 yds., at 

12^c., $267.50; and 2 cases Muslin, 2600 yds., at 25c. 

$650 

19. Bought'of Geo. Brown,'on acc’t, 3 cases Prints, 3G90 yds.. 

20. Keceifeli from h! Warren, Cash to balance acc’t, |262.60 

22. Paid sundry items of expense, $120, ^ 
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Merchandise remaining unsold, valued at $3500. 

Capital at commencing^ $67-55. 

Net Gain, $1081.20. 

Capital at closing, $7836.20. 

Ledger accounts and number of lines required for each :— 

Set III.— Stock, 6 ; Cash, 8 ; Merchandise, 11 ; Muir & 
Co., 6 ; Geo. Brown, 6 ; H. Warren, 6 ; Expense, 6 ; Loss 
AND Gain, 7; Balance, 10. 


REMARKS ON NOTES AND BILLS. 

A new feature in connection with the work of the following 
eets is the computation of interest on notes and bills. The 
pupil must not forget that three days’ grace are allowed on all 
notes and bills, except those payable on dexnand. Those pay¬ 
able at sight, as well as those payable after sight, or after date, 
are subject, in Canada, to this rule. 

In reckoning the number of days between one date and 
another, the day of the first date is excluded from, and the day 
of the last is included in, the calculation. Thus, if we wish to 
know the number of days from September 29th to December 
Ist, it is evident that from the 29th to the 30th is one day. 
We have, therefore. 

In September 1. day. 

‘‘ October 3i days. 

“ November 30 “ 

" December 1 day. 


63 days. 


A note made, or draft accepted, on the 30th September, at 
60 days, will become nominally due on the 29th November, but 
legally due on the 2nd December. As the first day reckoned 
is the day after the date of making or accepting, there are no 
days to count in September. Therefore, we have, 

In Oct. 31 days. ‘In. Oct. 31 days. 

“ Nov. 29 “ nominally due. “ Nov. 30 

Dec. 2 ** legally due 




U4 


60 dayi. 


63 days 
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When the time is expressed in months, calendar months are 
always understood, and the note or bill becomes rurntmlly due 
in the last month of its term upon the day corresponding with 
its date, but really payable three days after. Thus, » “o « 
dated the tot day of any month becomes nominal y due on the 
tot day of some succeeding month, and legally due on the 
fourth. If the last month of the term does not contain a cor- 
resDondim? day to that of the date of the note, then i'®*® 
will be nominally due on the last day of the last month of the 
term. Thus, four notes, at one month, and dated respectively 
January 28th, January 29th, January 30 th, and Jammry s , 
1877, would all become nominally due on the 28th February, 
and le*^ally due on the 3rd March. M hen the last day of 
grace fDls on a Sunday, or any legal holid.ay, the nute is pay¬ 
able on the following da,y. 


SET IV.— PRODUCE BUSINESS. 

niiT'inv jinH Relline for Cash and on Notes—Interest taken In^ eon- 
Kesourcd, .nd LiabUltie., efleoting » Oa..., and 

dosing with increase-. Capital. 

Wot*. -The pupil wUl work out the interest on all notes requiring it. 

April 2nd, 1877. 

I commence business to-day with the following: 

Resources. 

Cash on hand 

S. Clare’s Note, my favor, at six months, 
from Dec. 2nd, 1876, with interest at 7 
per cent. 

Interest due to date’*' - - " " 

Liability. 

I owe on my Note, favor of Charles Web¬ 
ster, dated Feb. 3rd, 1877, at four months 
S. Bought of Thos. Wills, for Cash, 600 bush. Wheat, 

4 . Sold Robert Wells, on his Note, at 30 days, 400 bush. 
Wheat, at $2^____ . 

■ . Thl.iUm 01 inur»t .«lng an 

must be credited -mth it, either’uehil^lat, S. Clare ; 2 nd, Interest 

may be dj«poMd ol theoreticatly open to objection, U th. 

Thf pupU cm. take hi. cho.ee. 
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$1500 00 


2500 00 
58 01 


$558 33 


at 








I 


6. Prepaid mj Note, favor of Charles Webster. Face of 
Note, $558.33. Discount off, 61 days at 7 per cent., 
$6.53. Proceeds paid in Cash, $551.80.^ 

11. Keceived Cash of S. Clare, in full for his Note and interest. 

Face of Note, $2500. Interest due to date, $62.33.t 

12. Sold James Whyte, on his Note at 30 days, 100 bush. 

Wheat, at $1.75. 

13. Eobert Wells prepaid his Note to-day. Face of Note, 

$800. Discount off, 24 days, $3.08. Proceeds received 
in Cash, $796.32. 

14. Gave George Warren my Note, at 10 days, for rent ol 

store, $80. 

16. Took out for privaU use, $30. 

17. Sold A. B. Smith, fur Cash, 20 bush. Wheat, at $1.50. 

Inventory of Goods un^sold—80 bush, of Wheat, 

valued at $1.25, $100. 

Net Capital at commencing^ $3499.68. 

Net Gain, $132.17. Net Capital at closing, $3601.85. 

Ledger Accounts and number of lines required for each: 

Stock, 5 ; Private Account, 4 ; Cash, 7 ; Bills Receiv¬ 
able, 6; Bills Payable, 6 ; Merchandise, 6; Interest, 6 ; 
P^XPENSE, 4 ; Loss AND Gain, 6; Balance, 6. 

-^-- 

In this instance we pay the note before due, and discount is allowed us. Interest 
account is debited for the cost of the use ctf money received by us, and credited foi 
returns for tlie use of rnurifiy granted by us. By paying the money before it is due we 
gwe Charles Webster the use of it 61 days before he is* entitled to it, and/or this use thr 
allowance is made to us. Hence the Journal entry is— 

BUls Payable, Dr. $558 33 

Cash, Cr. $651 .80 

Interest, “ 6 53 

t Our mode of proceeding here will depend upon what we did with the interest du< 
up to April 2ud. If we debited Interest, the Journal entry is— 

Cash, Dr. $2662 32 

Bills Receiyable, Cr, $2500 00 

Interest, “ 02 S3 

If wo debited Interest Receivable, our Journal entry will be— 

Cash, Dr. $2542 33 

Bills Receivable, Cr. $2500 00 

Interest Receivable, “ 68 01 > 

Diterest, “ 4 32 

Or, we may first debit Interest Receivable with the Interest accrued sines ths opening 
ol the books, thus— 

Interest Receivable, Dr. $4 $2 

Interest, Cr. 

And tlien say— 

Cash, Dr. $2662 83 

Bills Receivable, Cr. 

Interest Receivable. ** 

If we debited S. Clare, proceed as above, substituting S. Clare for Interest Receivable. 
The thouglitf\il pupil will observe that all these methods come to the same 0 Ing. 
The only difference is in the manner of treating the interest. The same ultiuuite rr.suJt 
Is produce*! in tlie Interest account, vis.: a gain of $4.32 fur interest on the note slooe 
the opening of the books. 
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$4 32 


$2500 00 
62 33 
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SET V.—FURNITURE BUSINESS. 


CUARACTKRISTICS.— Buying and gelling for riash, on Personal Account and on Note*-- 
Interest taken into conaideration—Conimencing with a Iset Capital, austaining t 
Loss greater than Capital, and closing Insolvent. 


Books usbd.—Bay Book, Journal, Ledger, and Bili Book 


See form of Bill Booky at the end of set, 

OttaWxV, March 1, 1877. 

Leased a store of T. B. Dean, sA $600 per annum, and com¬ 
menced tlie Furniture Business, investing as follows :— 

Cash, $1800. Stock of Furniture on hand, $1500. Note 
against A. Overell, for $750, dated January 17th, 1877, at two 
months. Total investment, $4050. 

Bought of G. S. Tickell, Belleville, on one month’s credit, 

15 Carved Rosewood Centre Tables, at $50 j 6 doz. do Ann 
Chairs, at $G0. Total, $1110. 

S. Sohl W. R. Barber, on his Note at 15 days, 10 Carved 
Rosewood Chairs, at $8 ; I do Centre Table, $75; 1 
Gothic Hall Stand, $25. Total,$180. 

3. Bought of Jakes <fc Hayes, Toronto, on acc’t, 10 sets 
Enamelled Furniture, at $75 ; 0 do Black Walnut, at 
$150 ; 10 Extension Dining Tables, at $25. Total, 
$1900. 

5. Sold W. H. Sherman, for Cash, 1 set Enamelled Furniture, 

$100; 1 Extension Dining Table, $40 ; 8 Carved Rose¬ 
wood Chairs, at $8. Total, $20-4. 

6. Sold W. W. Jones, on his Note at 1 month, with interest at 

6 per cent., 1 set Enamelled Furniture, $100; 1 Extension 
Table, $40 ; 1 Dressing Bureau, $35 ; 1 Rosewood Tete- 
a-tete, $50 ; 1 Gothic Hall Stand, $28 ; 1 Carl Table, 
$5 ; 1 French bedstead, $22 ; 1 Cottage Bedstead, $15. 
Total, $295. 

“ Settled with Jakes & Hayes, by giving them my Note at 
1 month, with interest at 9 per cent., in full of account, 
$1900. 

9. Bought of J. B. Ashley, on my Note at 10 days, 15 Black 
VValnut Bookcases, at $60 ; 2 doz. <^o Arm Chairs, at 
$60 ; 20 Curled Hair Mattresses, at $20; 20 Double 
leaf Secretaries, at $35 ; 25 Music Racks, at $5. Total, 
$2245. N 
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iO. Sold Gr. W. Maybee, on account, 1 Carved Rosewood Cen¬ 
tre Table, ®60; 2 doz. do Arm Chairs, at $50 ; 1 set 
I'lnamelled Furniture, $80 ; 1 Black Walnut Sofa Be.l 
stead, at $50 ; 2 Extension Tables, at $30; 2 Gotbie 
Chairs, R. W., Stuffed, at $15 j 1 Easy Rocke., $l-i. 
Total, $392. 

12. Bought of Jakes & Haj-es, on 3 months’ credit, an n,s.s()i t- 
ment of Furniture, amounting, per invoice, to $3500. 

“ Paid Cash for Insurance, $125. 

15’. bold S. G. Beatty, for Cash, 2 Black Walnut Bureaus, at 
$30; 1 Rosewood Parlour Set, $400; 1 Enamelled Bed¬ 
room Suite, $200 ; F Single Bedstead, $8 ; 1 Quarietie 
Table, $9 ; 1 Ladies’ Arm Chair, $12 ; 1 Black W.alnut 
Library Bookcase, $75. Total, $704. 

;C. Sold S. Clare, for Cash, 1 Carved Rosewood Secretary, 
$120 ; 3 Patent Spring Beds, at $60 ; 1 Walnut Centre 
Table, $50; 2 Rosewood Bureaus, at $40; 2 Ann 
Chairs, at $10; 2 “Sleepy Hollow" Chairs, .at $25; 

1 Black Walnut Parlour Suite, $300 ; 1 Side What-not, 

$9. Total, $809. . . 

17. Paid Cash for three months’.rent, $150 ; Advertising, $25. 

“ Bought of Jakes & Hayes, on acc’t, Furniture amounting, 
per invoice, to $2150. 

“ Bought of H. W. Huffman, on my Note, at 3 months, l ui 
niture amounting to $550. 

“ Received from G. W. Maybee, Cash on acet, ®J,h0- 

19 Sohl W. Johnston, on his Note at 3 months, 1 Hall Stand, 
$5; 6 Parlour Chairs, at $3.50 ; 1 R. W. Tete-a-tete, 
$30 ; 1 Black Walnut Sofa, $30 ; 1 large Dining Table, 
$14; 1 Piano Stool, $8; 1 Music Rack, $5. Total, 
$ 113. 

“ Sold Warner Bros., for Cash, 2 Bedroom Suites, at $50.00 ; 

2 Rosewood Parlour Suites, at $200. Total, $501.20. 

20. Received from G. W. Maybee, Cash in full of acet, $242. 

“ Received from A. Overell, Cash in full for his Note of Jan. 


17th, $750. 

24. Sold H. Corby, on acc’t, 20 doz. Kitchen Chairs, at $8; 

10 doz. Rush-bottom Chairs, at $18. Total, $340. 

28. Bought of Smith & Co., Kingston, on Note at 3 mouths, 
assortment,of Furniture amounting, as per invoice, to 
$1500. 

April 2. I’aid G. S. Tickell, Cash on acc t, $500. 
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d. Received from W. Jones, Cash, in full for his Not6 of 
the 6th ult., and interest thereon to date, at 6 per cent. 
Face of Note, $295. Interest, $1.62. 

“ Paid my Note of 9th ult., favour of J. B. Ashley, with in¬ 
terest at 6 per cent, for time overdue, 18 days. Face 
of Note, $2245. Interest, $6.74.* 

19. Paid Salaries, $180; Sundry Expenses, $25. 

16. Paid my Note of 6th ult., favour of Jakes & Hayes, with 
interest to date. Face of Note, $1X)09. Interest, $19. 

Inventory of Merchanciise unsold, $5336.3*4. 

Net Capital at commencement^ $4050. 

Net Loss, $6049.58. 

Net Insolvency at closing, $1999.58. 

Ledger accounts and number of lines required for each: 

Stock, 6; Cash, 12; Merchandise, 12; Bills Receiv¬ 
able, 8; Bills Payable, 8; G. S. Tickell, 5 : Jakes & 
Hayes, 6; G. W. Maybee, 5 ; H. Corby, 5 ; Expense, 8 ; 
Interest, 5; Loss and Gain, 8; Balance, 7. 


BILL BOOK. 

All necessary explanations of the Bill Book are made by 
the headings of the different columns. It is so simple that the 
pupil will see, by inspection, its utility. 

It will be observed that the Bills entered in the following 
forms are taken from the transactions of Set V., and hence 
the notes on hand and notes outstanding, as shown by Bills 
carriod down, will be found to agree with the balance shown in 
the proper Ledger accounts. 


* In business calculations, it Is not customary to enter fraction* of a cent upon the 
account lKV>ks. consequently in all computations throughout these seU where a fraction 
of a cent less than one-half occurs, we take uo ..otice of it, but where a fraction of hall 
a cent or more occurs, we call it one cent. 
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BOOK-KEEPING. 


INSTRUCTIONS—SET VI. 

, T’ e five previous Sets, by Double Entry, have all been 
worked out on the old Jtaliaa method. Another form entry 
will now be introduced, which is 

branches of business. It combiires the Day Book “<1 Jouina 
in one book, usually denominated the Journal Day Book. 

The Dav Book and Journal entries are, by this method, in¬ 
timately connected in such a manner that they are at all tmies 
ready for posting, and as one book is entirely dispensed with, 

much unnecessary writing IS avoided.^ ir f„11v 

Although more difficult to the beginner, he will, if lie ful y 
understands the work he has already gone 
observing the form of entry on pages 168 . ^9, soon be 

enabled to enter properly any transaction nil with this 

method already presented. Until he becomes fam liai with this 
mode of entryfhe should, before entering a transaction, make all 
IZuiLs iipecting it on to .Ito ». a 

Many of the transactions are similar to 'ho.’eof thepiecea 
ing Sets, and need no additional explanation. Those, however, 
of^the -following dates introduce new features, and requir 
explanation. 

Jan. 2. In dealings with the Bank, debit it with amounts deposited, 

and cret/ii it with amounts withdrawn per check 

Tan 4 T C Kerr & Co. have not purchased this Case of Tweed, but 

SS. »n2id.a«. ..••ch.d ^d th. .hlpaimt. aumtoad 

Jan 6 . As Interest and Discount are the same in nature e“eot, 
hnth renresenting the use of money, and indicating the amount paid oi 
receiveTforT we do not deem it necessary to keep separate accounts 
for them • therefore, post both under the same heading-rl.NTEKEsT. 

*”CotoeV to get a nL discounted at a bank HU^/Tec fv'ed 

dorsed This note has been discounted, and cash, $498.68, receneci. 

The bank kept the balance, S1.32, for the use of the 

note falls due. The Journal entry should be 

JfcAQQ 1 ft . Tn+prest Dr Sl.32. To Bills Receivable, $500. 

^Cai wL received. Discount was allowed or paid ; therefore. Cash 
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and IntarcBt ihonld b« debited, and as the Bill wa« parted with Bills 
Receivable should be credited, ’ 

Jan. 8. This Tweed has merely been received from T. Brown k Co. 
for sale on their account and risk, and as we have not purchased the 
goods, T. Brown k Co. should not be credited. The name “ Consii^n- * 
naent ” is usually given to property received for sale on account and risk 
of the shipper. In order to distinguish between dififerent consignments, 
the shipper’s name should be prefixed and each one numbered. This 
account may be called “Brown & Co.’s Consgt., No. 1,” or, as some 
merchants term it, “ Brown & Co.’s Sales, No. 1.” 

The account is debited for all charges paid on it when receivetl, and 
for all costs accruing thereon while in your possession, and credited for 
all its incomes and sales. It should be journalized as follows : T. Brown 
& Co.’s Consgt, No. 1, Dr. $12.40. To Cash, $12.40. 

Jan. 9. A. B. Campion owes us on account, and we have gi\^ 
Mclnnes Bros, a draft on him, expecting Campion to pay it when it fall* 
due. 

hOni Mdse and crUU A. B. i to Mclnnes Bros , 

Campion. ) debit Mclnnes Bros, to A. 

( B. Campion. 

In Journalizing Drafts issued or received, observe the following 
Rule.— Credit th^ person or bank you draw on, because tiuit person or 
bank pays an amount on your account. 

Debit tlie person who draws on you, because you pay a certain amount 
on his account, 

Jan. II The acceptance of this Draft is the same in effect as paying 
J. G. MacKenzie & Co. $400 by Note. It is agreeing to pay the Draft 
by writing the word “ Accepted ” across its face, and signing your name. 
When a Draft is accepted by you, debit the person who draws on you, 
or the person on whose account the acceptance is given, and credit Bills 
Payable. 

The Draft on Campion, of the 9th inst., was discounted to Mclnnes 
Bros., by the bank, and when presented to Campion he refused to accept 
it. The bank then had it protested for non-acceptance, and returned it 
to us for payment. As we credited Campion with the Draft w>en we 
drew on him, we must now debit him with the same amount. He re¬ 
fused to assume the responsibility respecting the Draft, and should not, 
therefore, be charged with the protest fee. The entry should be as fol¬ 
lows : A. B. Campion, Dr. $225, the amount previously placed to his 
credit. Loss and Gain, Dr. $1.06, the amount of protest fee. Cash 
Cr. $226.06, the amount of cash paid. 

Jan. 19. See explanation of the 6th. Having indorsed this Note 
before discounting it, we became responsible for its payment, in case it 
was not paid by the maker. As he does not pay it, and the Note is 
allowed to go to protest, the bank looks to us for payment of the Note, 
together with the protest charges. We do pay it, and, holding the pro¬ 
tested Note as evidence of the fact, charge the maker (or person from 
whom received) with the full amount paid on his behalf. The Journal 
entry will therefore be ; P. R. Sanderson, Dr. $501.06. To Ba; ^ 
$601.06. ' ' 
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Coramiseion, $91. To Thos. Brown & Co., $4446.60. 

, »c“=rs iCirs S 

of the old note parted with, $1000. 

Jan- 27 See explanation of the 6th. The only difference between 
this tansiction that of the Cth iust is that the ^ 

Lftf aZf iK 

1 -f kolo? 7^- DEBIT Interest for the amount paid or allowed for 
the^use Jf theZney, $11.75 ; and ckedit BiUs Receivable for the face 
of the Note, $2437.60. 

Jan 29 Cash is debited tor the total amount received. «30h06, and 

- o-i. 

5j Henky Cummiegs, ^i Cash. 24; 

UEiOTiAKra’ Bank, >’l I” fed™™ 

MCaMaster, 6; J. G. McKenzie & Ca, 6; A. B. Oajipion, 
7 • D E. Eulford, 7; Gordon McKay & Co., 6 , ^• 
Sanderson, 5 ; Thomas Brown & Co., 5 ; J. C. Kerr & Co., 
5 T Brown & Co.’s Consgt No. 1, 5 ; Merchandise, 24 ; 
S^ipaMENT to Kerr & Co., No. 1 6; Shipment to K^RR & 
Co., No.- 2, 5 ; Commission, 5; Interest, « ; Expense, u . 
Loss AND Gain, 9 ; Balance, 16. 


SET VI. 


Tiir Books to bb usbd ii. wokking this Sbt 

AND Journal combinxd, Bill.Book and Ledglr. 


e.*HACt.a.SDC. - Thl, Set to "la^ 

.ion ill connection with a f “nj Anode ol treating them when the, 

rarL"“‘Dr'a“-3 teeping a UaA Account in th. 

Le.iter 
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SET VL 

rVVO PARTNERS. 

1877. 

Jan. 1st. George Wilson and Heniy Cummings have thig day 

entered into partnership as Diy Goods, Grocery and Commis¬ 
sion Merchants, under the firm name of “ Wilson & Cummings,” 
renting store and fixtures from A. Petrie, at $900 per annum, 
and agreeing to share gains and losses in proportion to capital 
invested. 

George Wilson invests :— 

Cash, as per C. B., $2,800; Stock of Merchandise from a 
former business, $3,000; P. E. Sanderson^s Note, at three 
months, from October 15th, 1876, for $500. 

Henry Cummings invests :— 

Cash, as per 0. B., $3,000 ; W. J. Peterson’s Note, at six 
months, from July 23rd, 1876, bearing interest at 8 per cent, 
for $1,000 ; Interest accrued to date, $35.51. ’ 

2. Bought of A. R. McMaster, Toronto, on acc’t, 4 cases, 

5,200 yds.. Muslin, at 20c., $1,040; deposited in bank! 
$4,000. Cash sales this day^ $170.50. 

3. Bought of J. G. McKenzie & Co., Montreal, on acc’t, 3 

cases Prints, 3210 yds., at 10c., $321; 4 cases do, 3,500 
yds., at 15c., $525 ; total, $846. Paid for Repairs, 
$50.40 ; Freight and Drayage, $10.60. Cash sales this 
day, $320. 

4. Shipped T. C. Kerr & Co., Hamilton, to be sold ou our 

account and risk, 1 case Tweed, 10 pieces, 350 yds., at 
♦1.50, $525. Paid Insurance on same, 111.50. Cash 
tales this day, $240.70. 

5. ^!d A. B. Campion, on aoc’t, 1 case muslin, 1,300 yds. at 

25c., $325 ; 12 pieces Tweed, 420 yds., at ♦1.26,‘$525 : 
total, $850. Paid for printing Bills, $8.40. Cash sales 
this day, $321.20. 

6. 11*1 P. R. Sanderson’s Note of Oct. 15th, discounted at 

Merchants’ Bank—face of Note, $500; Discount off for 
unexpired time, 12 days, at 8 per cent., $1.32; Cash 
received, $498.68. Paid Cartage, $1.50. 

8. Received from Thos. Brown & Co., Montreal, to bo sold 
on their account and risk, 5 cases, 100 pieces 'fweed 
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3,250 yds., at $1.20, $3900. VfoOO 

nn same $12.40. Deposited in Bank, fi.OUU. 

Bought of A. B. Campion, on acc’t, oq' 

Tea 1 250 lbs. net, at 50c., $625. Cash sales, -5.SO. 

9 Bou-'ht of MclimU Bros., HamUton, 7 pieces Canadmn 
Tweed 225 yds., at $1, $225. Gave in payment my 
Draft, at 10 days sight, on A. B. Campion, payable at 
the Merchants’ Bank, for the full amount. Paid Freight, 

10. Sold^R E. Fulford, Kingston, on acc’t, 1 c^e 930 

vds at 12ic., $116.25; 2 pieces Canadian Tweed, 64 
Tds ’ at $1 25, $80 ; total, $196.25. Paid ^ cleaning 

Itore $4*50 ; for Wood, 160. Cash sales, moM. 

II Remitted J. G. McKenzie & Co., Montreal, Cash on acct, 

of their .ceount. $400. Pud tor Advertumg, »20.4a 
The Draft given Mclnnis Bros, on A. B. Campion, has 

been proteLd for non-acceptance and return^ to u^ 
by the Merchants’ Bank. Paid the face of the Draft 

and protest fee in Cash, $226.(^. n in 

Bought of Gordon, Mackay & Co., Toronto, on acct, 10 
nieces Scotch T;reed, 350 yds., at $1.30, $4 .od. A«^ 

eented A. R McMaster’s Draft of the 8th inst., payable 
10^days ^ter date, at the Merchants’ Bank, in Toronto, 

Sold A^Tbampion, for his Note at three months 1 me 
Prints, 840 yL, at 12|c., $105. Paid Gordon, Mackay 
& Co , in full of account, per check, $4DO. , 

15. BoiVght of J. G. McKenzie & Co Montreal, 10 cases Cana^ 
dian Tweed, 120 pieces, 3,720 yds., at fl. $3,720. Uave 
rn payrnt’ourNoteatSO days for $> 000 , check for 
$720, balance to remain on account. Cash sales thts day, 

Sold^A^'B. Campion, for Note at 30 ’^'^25 

Brown & Co.’s Consignment, 50 jncces Tweed, 1,625 
yds. at $1.50, $2,437.50. Paid Clerks on acct, per 

check $150. Cash sales, $150.60. tn -c- -Ef i# i 

Gave A.’r. McMaster Draft at 30 days, on D. E. P^rd, 
for amount of his account, $196.25. Cash,sales thu day, 

RefeSfrom A. B. Campion, Cash in full of acc’t $225 
Sold D. E. Fulford, 4 pieces bcotch Tweed, 140 yds.^1 
$1.50, $210. Received in payment, check tor fluv 
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I)ftl8.nc6 on Account* sundry items of Expense doi 

check, $12.50. ’V 

19. P. R. Sanderson 8 Note of Oct. 15th, 1876, which was dis¬ 

counted at the Merchants’ Bank on the 6th inst., fell 
due yesterday, was protested for non-payment, and re¬ 
turned to us. Paid the Note and protest fee, per 
check, $501.06. Sold G. H. Ireland, for Note at one 
month, the balance of Thos. Brown & Co.’s Consignment, 
50 pieces Tweed, 1625 yds., at $1.30, $2112.50. De¬ 
posited in Bank, $500. Remitted A. R. McMaster, 
Cash, $2©0, and our Note at 30 days for $300, with 
which to retire Draft for $500, falling due on the 2l8t 
inst. 

20. Rendered Thos. Brown & Co. an Account Sales of their 

Consignment ot the 8th inst. Our Commission, at 2 
per cent., $91 ; Thos. Brown & Co.’e net proceeds, 
$4,446.60. Total debit to Thos. Brown h Co.^g Con¬ 
signment, $4,537.60. Cash $318. 

22. Bought of A. B. Campion, on acc’t, 200 bbls. Goderich 

Salt, at $1.25, $250. Paid Freight on same, per check, 
$12. Deposited in Bank, $500. 

23. Shi})ped T. C. Kerr & Co., Hamilton, to bb sold on oui 

account and risk, 150 bbls. Goderich Salt, at $1.50, 
$225. Paid Freight on same, $12.35. Cash sales, 
$278.45. 

24. Paid our Acceptance of the 11th inst., favor of J. G 

McKenzie & Co., due this day, per check, $400. Sold 
• D. K Fulford, on acc’t, 50 bbls. Goderich Salt, at $1.75, 
$87.50. Deposited in Bank, $500. 

26. Received from T. C. Kerr & Co., Hamilton, an Account 

Sales of the Tweed shipped them on the 4th inst. Net 
proceeds, which have been entered to our credit, $586.40. 
W. J. Peterson has renewed his Note of July 23rd, 
1876, due to-day, by giving a new note at SO days for 
the old one, and interest thereon. Face of old Note, 
$1000; Interest, $40.66; face of new Note, $1040.66! 
Cash sales, $265.40. 

27. Had A. B. Campion’s Note of the 16th inst. discounted at 

Merchants’ Bank, and net proceeds placed to our credit. 
Face \)f Note, $2437.50; Discount for 22 days at 8 per 
cent., $11.75 ; net proceeds, $2,425.75. Accepted J. 
Q. McKenzie A Co.’s Draft in favor of R. W. Easton, 
at 50 days sight, for $1,000, in full of account. 
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9Q Receiyed from P. R. Sanderson, check for $501.06 in full 
S hU SI of Oct. 15lh, 1876 .nd prote.t ch.rg.. 
thereon paid by us on the 19 th inst. Gave A. R. 
McMaster a Sight Draft on T. C. Kew * J'”' 

$343.75, in payment of account. Cash salts, $173. . 

30 Paid Thos. Brown & Co.’s Sight Draft upon ug, tayor o 
' ^ Clare, for $4446.60, per check. Paid 1 months rent 
of store, $75 ; Clerk hire, $240. 


Inventory of effects not shown on Ledger 

Merchandise unsold - - " « 

Shipment to Kerr & Co., No. 2 - 225 00 


Total Net Gain • - ^ 

Gto. WilsmCs share of Net Ga*n 
E. Cummings’ “ “ 


$453 70 
276 55 
177 15 


JOURNAL DAY BOOK.—SET. VI 

Observe particularly the following form, that you 
able to express, in this manner, any conceivable transactio^ 
combining^ the essential points of the separate Day Book 
Tnd jSal Where more practical forms, for the purpose of 
‘iSi, .r. n.t m th. doroNAL jAY to ot o.«t. 
with great favor, as being both plain and practic^. 

tn writing up this book, make your Journal entry first, from 
the reload of tonsactions ; then write the explanation imm^ 
diately under it in a smaller hand, commencing about ^ 
SeVween the centre of the page and the date column, a. lUus. 
trfttdd in th© followinji 
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FORM OF JOURNAL DAY BOOK. 
January 1, 1877. 


( 1 ) 


Geo. Wilson and Henry Cum¬ 
mings have this day entered into 
co-partnership as Dry Goods, Gro¬ 
cery and Commission Merchants, 
under the firm name of “Wilson 
& Cummings,*^ agreeing to share 
gains and losses in proportion to 
capital invested. 


Sundries, Dr. to Geo. Wilson 

For ofects in rested. 

Cash 

As per 0. B. 

Merchandise 

As per Inventory 

Bills Receivable 

P. R, Sandenon’i Note, m per B.B. 


Sundries, Dr. to Henry Cummings 

For effects invested. 

Cash 

Ab per C. B. 

Bills Receivable 

W. J. Peterson’s Note, as per B. B., 
bearing interest at 8 per cent. 

Accrued on above Note to date 

- 2 - 


Interest 


Merchandise Dr. 

To A. R. McMaster 

Bought from him on acc’t, 

4 cases Muslin, 6,200 yds., at 20c. 


Cash Dr. 

To Merchandise 


Sales this day, taken from Cash 
Box. 


Amount forward 
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^ 6300 

2800 

00 


3000 

00 


600 

00 

4035 

3000 

00 


1000 

00 


35 

51 


1040 

00 

1040 

170 

50 

17o! 

11546 

01 

11546 


00 


61 


00 


01 
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January 2, 1877. 



Brought forward ^ 

L1546 01 

11546C 



Merchants’ Bank Dr. 

To Cash 

Amount dtpositcd. 

o- 

4000 00 

4000 C 



----—o —— ———— 

Merchandise Dr. 

To J. G. McKenzie & Co. 

Bought on acc’t, 

S coses Prints, S,210 yds , 

at 10c. - - - ^21 00 

A eases Prints. 8,600 yds., 

at 16c. - - - - 626 00 

a 

846 00 

846 ( 

30 


Rxpense Dr. 

To Cash 

Paid for repairs - ' 

Freight and drayage • 10 60 

ti 

61 00 

61 

00 


Cash Dr. 

To Merchandise 

Sales this day, from till. 

A ___ _— 

320 OC 

) 

320 

00 


Ship’t to Kerr & Co., No. 1, Dr. 
To Merchandise 
‘‘ Cash 

Shipped to J. C. Kerr A Co^ to be 
sold on our account and risk 

1 case Tweeds, 10 pcs, 360 
vds., at 81.50- - - 1625 OC 

Paid Insurance on same - H 

« __ _ ___ 

536 5( 

1 

> 

1 

) 

525 

11 

00 

50 


Cash Dr. 

To Merchandise 

.s Sales this dajr. 

240 7 

0 

24( 

3 70 


17650 i 

U 1755' 

0 21 


No«.-rh.fore.oln^orm^ — 

“oamilUinVtV. “<1"« immediately uader it. 
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SET VII.—GROOERY BUSINESS. 

Books to be used.—Journal Day Book, Cash Book, Bill Book, 
Invoice Book, Sales Book and Ledger. 

Forms and sxplanations of those books not before used will be found immediately after 
the Set. 

January 2, 1877. 

A, R. Sanderson and Wm. Golden form a co-partner¬ 
ship for the purpose of conducting the Wholesale and Retail 
Grocery and Produce Business, agreeing to share gains and 
losses equally. 

A. R. Sanderson invests— 

Merchandise, as per Inventory - - $5000 00 

Balance of account due from A. S. Austin 870 00 
Cash, as per 0. B.^. 4130 00 

Wm. Golden invests— 

Cash, as per C. B..$9000 00 

Balance of account due from H. Gordon - 1000 00 

Engaged James Spry, Wm. Active, George Storey and Isaac 
Porter, as clerks, at $480 each per year, salaries payable 
monthly.* 

3. Sold T. C. Kerr, St. Catharines, on his Acceptance at 10 

days, 5 bbls. Crushed “A” Sugar, 1000 lbs., at 12|c.; 
8 bbls. Strong Bakers* Flour, at $6 ; 10 bbls. Spring 
Flour, at $5.50 ; 10 bbls. Extra, at $7; 15 bbls. Supe¬ 
rior Extra, at $7.25. Cash sales this day^ $120.30. 

4 . Paid for advertising business in daily papers, $115.60. 

Sold A S. Austin, Guelph, on acc*t, 5 bbls. Salmon 
Trout, at $14; 20 bbls. Herrings, at $4; 40 bbls. Su¬ 
perior Extra Flour, at $7.75. Paid for set of books for 
store, $15.60. Cash sales to^ay^ $170.55. 

5. Bought of Smith & Keighley, Toronto, on acc*t, 650 lbs. 

Java Coffee, at 32c.; 1500 lbs. No. 2 Sugar, at 9c. ; 
965 lbs. Uncolorcd Japan Tea, at 56c.; 560 lbs. Young 
Hyson, at 74c.; 750 lbs. Prince of Wales* Tobacco, at 
30c. Paid Wm. Active, on account of wages, $5.50. 
Cash sales, $150. 


* tio v«Iua ik exchaiitred, * memorandum of tbii in ibe Journal it til that iaetquireeL 
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6 . Deposited in Merchants’ Bank, $12000. Had T. C. Kerrs 
Acceptance of the 3rd inst. discounted at Bank. Pace 

of Acceptance, $--; Discount off, at 8 per cent., 

$-; Cash received, $-. 

Note. —Observe the manner in which this transaction is entered 
in the C. B. Instead of entering only the amount actually received, 
and debiting Discount in the Journal, the full amount of the Note is en¬ 
tered ^the^Dr. side of the C. B., as though it had actually been received, 
and the Discount is entered on the Cr. side, bee entry m C. B. 

8. Bought of Rimmer, Gunn & Co., Montreal on 4 youths’ 
credit, or 4 per cent, off for cash, 2,400 lbs. Crushed 
»A’’ Sugar, at 12c.; 1,500 lbs. Elerae Figs, at 15c.; 

1 350 lbs. S. S. Almonds, at 21c. Paid height on above, 
$10.70. Wm. Golden withdrew on acc’t, $150. Cash 
sales, $186.50. 

9 Bought of J. A. Mathewson, Montreal, on 3 months credit, 
or 3 per cent, ofif for cash, 100 boxes Layer ^Raisins, at 
$2.25 ; 5 bbls. Zante Currants, at $12.50. Paid freight 
on same, $5.40. Ocish sctltSy $216.80. 

10 Sold P. D. Conger, Toronto, on 30 days credit, 2 bags 

Java Coffee, 250 lbs., at 40c.; 2 half chests Colored 
Japan, 125 lbs., at 70c.; 500 lbs. Crushed “ A Suga,r, 
at 13c. Received from A. S. Austin, cash on acct, 

$500. Cash sales, $265.30. „ *100 

11 Received from H. Gordon, his Note at 3 months, for $400, 

■ to be applied on account. Paid for sundry expenses, 

$12.50. CosA $240.50. „ .i, 

12 Sold T- C. Kerr, St. Catharines, on his Note at 2 month®, 

10 bbls. White Fish, at $6 ; 10 bbls. Salmon, at $14; 

3 bags Rio Coffee, 136, 1*, 151, n, 163, it,*— 396 lbs. 
net, at 40c. Cash sales, $175. 

• The large numbers, as 136, represent the gross weight, and the 
- small numbers to the right, as 12, the number of lbs. tare. 

13 Bought of J. Carruthers & Co., Kingston, for Cash, 10 

■ bbls. Golden Syrup, at $24.40 ; 4 bbls. Bordeaux Vine¬ 
gar, $10.50 ; 100 bbls. Salt, at $1.50. Remitted Rim- 
mer, Gunn & Co., Montreal, Bank Draft in full for their 
invoice of the 8th inst.; less 4 per cent, discount. Faid 
Cash for the Draft, ^ per cent. Exchange and the ne¬ 
cessary stamps. A. R. Sanderson withdrew on acct, 
$200. Paid Isaac Porter on acc’t of salary, $12. 

^ 0 TE.—In the above remittance the 4 per cent, discount amounts to 
$31.86, which, deducted from th , face of the invoice, leaves $764.64. 
K ^ 
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the amount of the faoe of the Draft. The stamps required (3a on ererj 
$100 or fraction thereof), amount to 24c., and the exchange to 96c. The 
cash actually paid out is, face of Draft, $764.64; Stamps, 24c.; Ex¬ 
change, 96c.; total, $765.84—and the difference between this and the 
face of the invoice, $796.50, is $30.66, the amount actually gained by 
paying this bill within 30 days. 

The entry is made in the C. B. similar to the Acceptance discounted 
on the 6th inst. The full amount of invoice is enteretl on the Or. side, 
and the discount on the Dr. side. See entry in C. B. 

15. Sold H. Gordon, Barrie, on acc't at 30 days, 10 bbls. 

Apples, at $4.50 ; 10 bbls. Mess Pork, at $15 ; 25 bbls. 
Spring Bakers' Flour, at $7. Had H. Gordon's Note of 
the 11th inst. discounted at Merchants’ Bank, and net 
proceeds left to our credit. Face of Note, $400 ; Dis¬ 
count off, at 8 per cent, per annum, $7.80; Net pro 
ceeds, $392.20. Cash sales, $245.60. 

Note.— The net proceeds of the above note being left in the Bank 
to the Or. of the firm, no entry is made in the C. B. The Journal entry 

is,—^Bank Dr., $-; Discount Dr., $-; To Bills Rec., $-. See 

Journal Day Book. 

16. Accepted Smith k Keighley's Draft', at 10 days, for the 

amount of their invoice of the 5th inst., $——. Paid 
for repairing store, $65.75. 

17. Sold P. D.^ Conger, Toronto, for his Aqpeptance at 60 days, 

1200 lbs. Cheese, at 11c.; 20 bbls. Extra Bakers' Flour, 
at $7.50; 30 bbls. Superior Extra do, at $8; 10 bbls. 
Salmon Trout, at $14. Kemitted J. A. Mathewson, 
Montreal, Bank Draft in full for his invoice of the 9th 
inst., less 3 per cent, discount. Gave check for Draft, 
$ per cent, ^change, and necessary stamps. Ccksh sales, 
$180.70. 

18. Received from H. Gordon, Cash on acc't, $400. Had P. 

D. Conger's Acceptance of the 17th inst. discounted at 
Merchants' Bank, at 8 per cent, per annum, and net* 
proceeds left to credit. Paid one. quarter's rent of store, 
$200. Cash sale>s, $195. 

19. Bought of H. A. Nelson & Sons, Toronto, $200 dos. Corn 

Brooms, at $3.25; 20 doz. at $4; 20 doz. at $4.25. 
Gave in payment check on Merchants’ Bank for the 
> amount. Deposited in Merchants' Bank, $200. 

20. Sold A. S. Austin, Guelph, on acc't, 15 bbls. Salmon Trout, 

at $14 ; 8 bbls. White Fish, at $6; 25 bbls. Herrings, 
at $4. Paid sundry items of expense, $25.60. Re¬ 
ceived from H. Gordon, Cash on acc't, $20. Cash sales, 
$225, 
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22 Gave H. A. Nelson k Sons a Draft at 10 days, on H. Cor¬ 
don, for f200. Bought of Cramp, Torrance * Co., 
Toronto, on acc’t at 60 days, or 3 per cent, oflt for cash, 

12 bags Rio Coffee, 1560 lbs., at 32c.; 10 chests Gun¬ 
powder Tea, 1475 lbs., at 60c.; 10 boxes Western Leaf 
Tobacco, at $41.50. Cash sales, $216.40. 

23. Accepted A. S. Austin’s Draft, at 3 days sight, for $200. 

Received from Henry Gordpn, his Note at 3 months, for 
$300. Paid James Spry, on acc’t of wages, $-0. 

24. Sold T. 0. Kerr, St. Catharines, on acc’t, 425 lbs. Factory 

Cheese, at 12c.: 4 boxes Prince of Wales Tobacco, 
114, li, 116, i., 118, * 0 , 120, .0 —.390 lbs. net, at 
32c. Had H. Gordon’s Note of the 23rd 
counted at Merchants’ Bank. Face of Note, $-^ 

Discount off, at 8 per cent., $-; Cash received, 

$_.. Received from A. S. Austin, to be applied on 

acc’t, 600 bbls. Goderich Salt, at $1.50. Cash sales 
ftl45 25. 

26. Accepted Cramp, Torrance & Co.’s D^t, at 60 days, for 
amount of their invoice of the 22nd inst., 
ceived from H. Gordon, Cash to balance his acc t, 

« _ A. R. Sanderson withdrew on acc t, $145. 

26. Bought of Smith & Keighley, Toronto, 20 chests Gun¬ 
powder Tea, 1145 lbs., at 66c.; 10 do Colored Japan, 
660 lbs , at 60c.; 10 bbls. Standard Syrap, 370 galls., 
at 34c. Paid them Cash, $1000, balance to remain on 
acc’t. Paid J. Spry, on acc’t of salary, $10. Cash sales, 

27 Bought of Rimmer, Gunn & Co., on 3 months’ credit, 60 
bbls. Crushed “ A” Sugar, 12000 lbs at lOjc.; 76bbls. 
Yellow Sugar, 15000 lbs., at 8c.; 50 bbls. Porto Rico 
Sugar, 10000 lbs., at 7c. Paid Taxes, $40.60; for 

29 Sold^^^*D.^ Conger, Toronto, for Note at 3 months, 30 
■ bbls. Salmon Trout, at $14. Paid our Acceptances due 
this day, per check,—one, favor of Smith k Keighley, 
and the other favor of A. S. Austin. , 

Receivi./d from A. S. Austin, Cash on acc t, $100. Bought 
of G. C.' Winger, Brighton, for (^sh, 10 bbls. 8^“°' 
Trout, at $9; 25 bbls. White Fish, at $o; I hW. 
Herrings, at $3. Wm. Golden withdrew on acc t, $216. 
Cash sales, $275.60. 
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SI. Paid Clerks in full for services to date, per check. Paid 
for Adsrertising, per check, $56.20. 

Note. —Make two entries of settlement with Clerks. First, debit 
Expense $160, and credit each Clerk $40, amount of wages for the 
month. Next, ascertain the amount actually due each, and make a 
second entry debiting the Clerks, and crediting the Bank with the 
amount paid. 

Merchandise remaining unsold^ a$ per Inventory Booky $14650. 


REMARKS ON SET VH. 

In this Set is represented a practical method of keeping 
books which, with slight variation, is adapted to almost every 
kind of business. The Cash Book, Invoice Book and Sales 
Book are used as books of original entry. The Journal Day 
Book and Bill Book are kept after the form adopted in the 
preceding Set. It will be observed that this mode of keeping 
accounts lessens the explanations required, and greatly facili¬ 
tates reference to the several entries; and by taking the totals 
of certain accounts, instead of each separate item, the labor of 
posting is very much reduced. Although certain accounts, as 
Cash, Merchandise and Expense, are not posted till the end of 
each month. Personal accounts can be kept fully posted and 
ready for settlement at any time—a great desideratum in many 
business houses; and most of the work connected with the 
books can be done as the transactions ociilir, thereby prevent¬ 
ing the accumulation of work at periodic intervals, as is the 
case when the Invoice B(y)k, Sales Book and Cash Book are 
Journalized at the end of each month. 

The books should be written up, as in the preceding Set. 
All the entries in the different books for one day should be 
made before any of the succeeding day. To avoid confusing 
the pupil with too many operations at once, it is better to omit 
posting until all the other work of the Set is completed, but in 
actual business the posting, as well as writing the entries, 
should be done from day to day. 


JOURNAL DAY BOOK. 

The form of this book is the same as that of Set VI, and 
requires no further explanation. It is used for such miscella¬ 
neous entries only as have no special book appropriated to ihcin. 
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INVOICE BOOK. 


All purchases of merchandise are entered in thisbook. The 
form adopted in this Set is to copy the invoices irf lull, inis 
gives a book record of the details of merchandise purchased, in 
case the original invoice should be lost or destroyed. 

It is as convenient, and saves a great amount of writing, to 
paste the original invoices into a large book made for the pur¬ 
pose. In some business houses, where the invoices are long, 
they are filed and numbered, and only an abstract of them 
entered in this book, with the number for reference. It is more 
convenient to refer to original invoices, by means of an index 
to a book in which they are pasted, than by seeking them 


from files. ^ , . , , i r 

In whatever form the Invoice Book is kept, every entry at- 
fecting the debit side of Merchandise Account should originate 
here ; when this is done it becomes a direct check upon the 
Dr. side of the Merchandise Account in the Ledger. 

Merchandise bought on account is posted from this book 
directly to the credit of the person’s account from whom bought, 
and when bought for a note or acceptance, it is posted directly 
to the credit of Bills Payable, without passing through the 

Merchandise purchased for cash is entered in this book, and 
also in the Cash Book. It is not posted until the end of the 
month, when the total amount is brought from the C. B., and 
added to the footing of this book, and then posted in total to 
the debit of Metchandise Account. 


SALES BOOK. 

All sales of merchandise are entered in this book. The 
amounts of goods sold on account and for notes are placed in 
the outer column, and posted directly to the debit of the pur¬ 
chaser’s account, or to the debit of Bills Receivable Account, 

in the Ledger. ^ i • r • i 

A merchandise column is kept in the Cash Book, in which 
all cash sales of merchandise areaentered, therefore these are 
not entered in the Sales Book until the end of the month, 
when the total cash sales are brought from the Cash Book and 
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added to the total footing of the Sales Book, and all posted, in 
one amount, to the credit of the Merchandise Account in the 
Ledger. 

Wholesale houses generally enter cash sales in detail, as a 
memorandum, in the Sales Book, but do not extend such en¬ 
tries in the outer column, as they are usuall}*^ posted from the 
C. B. This system is necessary when large s^es are effected^ 
Tor reference, and to guard against error, but it cannot be car¬ 
ried into practical effect in a retail business, on account of the 
number of petty sales that occur during the day, the amount ol 
which is ascertained at night, by counting the money in the 
drawer. 


CASH BOOK 

As the following Cash Book is the book of original entry for 
all such transactions as are entered upon it, great care is neces¬ 
sary in making these entries. 

They should be made in such a manner that any person 
may be able to determine what account was intended to be 
debited or credited for the money paid or receivcil. For this 
purpose the following Rule should be observed: 

When money is received, write the name of the account to 
be credited for it, next the folio or date column on the left 
side, and the words of explanation, on the same line a little to 
the right. When money is paid write the no/me of the account 
to be debited for it, next the folio or date column on the right 
side, and the words of explanation on the same line, a little to 
the right. 

The Ledger titles should be kept in a perpendicular column, 
separated by a slight space from the words of explanation. 
And it adds greatly to the appearance of the book to begin the 
words of explanation all on a perpendicular line made by a 
light pencil mark, and to write them one-half smaller than the 
Ledger titles. 

Post items from the Cash Book, Journal Day Book, Invoice 
Book, and Sales Book, in the same order, as regards the dates 
when the transactions were entered. 

This is a very convenient form for a Cash Book to be kept 
in connection with a general ^[lerchandise business. The fea¬ 
ture of special columns may be extended, if desirable. 

It will be seen that all cash entries, debit and credit, except 
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wtles of merchandise, are taken to the from this book, 

together with all accounts producing or cost ng ci«h^ „ 

The columns headed “Merchandise and Expense w u 
be found very convenient for posting. Shoula the cash tra 
actions of a month extend over several pges, the footings ^ 
these columns are brought forward to e em ^ follow- 

Ct tfw£h\Tamoun£^^^^^^ Sundries -’ column oppc. 
site have been posted. The method of posting from the Gash 

column on the Dr. side ai. 

S-s.1 

SS™Thrtotln?ot“*; 

ExSe Account. The Cash received, or amount of the Dr 
ihe Cash Book is then posted to the debit of Cash 
itl^ndteS footing of the Cr side, or cash dis- 

posting is completed a double entry is effected. 

bill book. 

The Bill Book in this set is not used as a book of original 
entry to post from, but as an aimliary. To ^ve room we have 
notcivenit. No difidculty, however, will be experienced by 
the nunil in supplying it,* as he has already had two examples 
o^inim aTuse fo former parts of this work. By he ad- 
dition of a few more columns, it may be so kept as to post from, 
IS th» Siev. the Journal D., Book tro« «.m. .»».» 
which must otherwise be made there. 
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WITH 


JOURNAL DAY BOOK, 


INVOICE BOOK, 

SALES BOOK, 

CASH BOOK, 

Al BOOKS OJ ORIGINAL ENTRY J 


THE POSTING TO THE LEDGER BEING DONE DIREC7XLT 
FROM THEM. 
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JOUKNAL DAY BOOK.—SET VIL 

Toronto, January 2, 1877. (i) 


A. R. Sanderson and Wm. Golden have 
this day entered into co-partnership, for 
the purpose of conducting business, as de¬ 
fined in their Articles of Co-partnership of 
this date. 


3 ^A. S. Austin Dr. 

1 To A. R. Sanderson 

* For balance from old account. 

! * Th® Cash and Merchandise invested are posted from 
;the Invoice and Caah Books, and therefore do not require 
^ be entered bera. 


3!h. Gordon Dr. 

1| To Wm. Golden 

For balance due from old account. 


Engaged Jas. Spry, Wm. Active, Geo. 
I Storey and Isaac Porter, as Clerks, at 
$480 each per year, salaries payable 
monthly. 

- 1] - 


Bills Rec. Dr. 

To H. Gordon 

Received from him Note, as per B. B., 
to be applied on account. 
- 15 -- 


2 Merchants’ Bank Dr. 

6 Discount 
2 To Bills Rec. 

Had H. Gordon^s Note of the 11th 
inst., discounted at Bank, and net 
proceeds left to our credit. 

16 


Smith & Keighley Dr. 

To Bills Payable 
Accepted their Draft at 10 days, for 
the amount of Invoice of the 5th inst. 

Amount forward 

170 


870 


1000 


00 


400 


392 

7 


1522 


00 


00 


80 


419280 4192 80 


870 


1000 


00 


400 


00 


00 


400 


1522 


00 


80 
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(2) Toronto, January 17, 1877. 


J. A. 


Brought forward 


Mathewson Dr. 

To Merchants’ Bank 
“ Discount 
Remitted him Bank Draft for Invoice 
of 9th inst. Discount, $8.62; less 
Exchange, 34c.; and Stamp, 9c. 

-- iS —■ 


4192 

287 


Merchants’ Bank Dr. 

Discount “ 

To Bills Receivable 
P. D. Conger’s Acceptance of 17th 
inst. discounted, proceeds passed to 
our credit. 

- 22 -- 


H. A. Nelson & Sons Dr. 

To H. Gordon 
For our Draft at 10 days on H. Gor¬ 
don. 

-23 -- 


4192 


80 


3A. S. Austin Dr. 

To Bills Payable 

Accepted his Draft at 3 days’ sight. 


2 Bills Rec. Dr. 


To H. Gordon 
For his Note at 3 months. 
_ 25 - 


65300 

900 


200100 


276 

8 


662 00 


31 

19 


Cramp, Torrance & Go. Dr. 

To Bills Payable 
Accepted their Draft at 60 days, for 
amount of Invoice of 22nd inst. 

—-- 29- 


Bills Payable Dr. 

To Merchants’ Bank 
Paid by check our Acceptances, favor 
of Smith & Keighley, for $1522.80, 
and favor of A. S. Austin, $200. 

Amount forward 

in 


200 


00 


300 


00 


1799 


iY22 


20 


80 


9364 30 


•20000 


200 


00 


300 


00 


1799 


20 


1722 80 


9364 30 
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Tokonto, January 31, 1877. 




Brought forward 

9364|3oj 


6 

Expense Dr. 

leo'oo 


5 

To James Spry 




5 

William Active 




5 

“ George Storey 




5 

“.Isaac Porter 





Fur the month’s wages. ^ 

n 




5 

James Spry Dr. 

10 

00 


5 

William Active “ 

84 

50 


5 

George Storey “ 

40 

00 


5 

Isaac Porter “ 

OQ 

nni 


2 

To Merchants’ Bank 


uu 



For amount due them seyerallji paid 





per oheck. 


— 

t r 


1 

9636 

80 


IT* 


(») 


9634|30 


40 00 
4000 
4000 
4000 


11350 


96S0 80 
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INVOICE BOOK.—SET VIL 
Toronto, January 2, 1877. 


A. R. Sanderson, Invostment 

Merchandise, as per mveutory ! 


4 Smith & Keighley, Toronto I 
650 lbs. Java CoflfeA at S '32 
1500 “ No. 2Siiffar 
965 ** Uncol’d JapanTea** 

660 “ Young Hyson 
760 P. of Vr. Tobacco “ 


•u9* 
•56 
•74 
‘30: 


— 8 


Rimmer, Gunn & Co., 

Montreal 

2400 lbs. Crushed ** A 

Sugar at I T2 

1600 “ Eleme Figs “ *15 

1350 “ S. S. Aluu.iids “ *21 

4 monihi er. or 4 per cent, of for cash 


4 !J. A. Mathewson, Montreal ^ 
i 100 biB. Layer Kaisins at $2.2o 
j 5 bbls. Zaiite Currants ‘‘ 12.50 
5 mmiihs^ cr. or S per cent, off for cash 


13 


O.B. J. Garruthers&Co., Kingston' 
1 10 bbls. Golden Syrup at $24.40 

4 Bordeaux Vin’r“ 10.50 
100 ‘‘ Salt “ 1.60 

Cash, as per 0. B. 


10 


Paid'H. A. Nelson & Sons, Toronto 
200 doz. Com Brooms ui $3.25 
20 “ “ ‘4.00 

20 << “ ‘‘ 4.25 

Mtbchants’ B^nk, paid per check 


A mount forward 

173 


( 1 ) 


600000 


208 00 
135 00 
640 40 
414 40 
226 00 


288 00 
223 00 
283 60 

I 


■226 00 
02 60 


24400 

42!oO 

150|00 

43600 


060 00 
80 00 
86 00 


162280 


700 60 


287 


50 


815 


Oo 


8421:80 
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( 2 ) 


Toronto, January 22, 1877. 


5 499 

20 

)\ 885 

00 

> 415 

1 

00 

755 

70 

396 

00 

125 

80 

1260 

00 

1200 

00 

700 

00 

90 

ooj 

' 125 

00 

' 150 

00 

365 

oo' 


0 j 


C.B. 


I 

I “ Brought forward 

4 iCramp, Torrance & Co., 

Toronto 

12 bags Bio Coffee, 

1560 lbs. at $ .3S 
10 chests Gunpowder Tea, 

1475 “ “ .6( 

10 bxs. Western Leaf 

Tobacco “41.5C 

60 days or 2 per cent, off for cash 
24 


A. S. Austin, Guelph 


26 


Smith & Keighley, Toronto 

20 hf-chests Gunp. Tea, 

1145 lbs. atS .66 
10 CoPd Japan, 

660 lbs. 

10 bbls. Stand. Syrnp, 

370 gals. .34 
Gash, as per C. B., $1000. 

SO days' credit for balance.* 

27 


Rimmer, Gunn & Co., Mont’l 

60 bbls. Crushed ‘‘A’’ Sugar, 

12000 lbs. at $ .lOi 
75 “ YeUow Sugar, 

15000 lbs. “ .08 

50 “ Porto Pico Sugar, 

S months 10000 lbs. ‘‘ .07 

30 


G. C. 'Winger, Brighton 
10 bbls. Salmon Trout at 

25 “ WliiteFish “ [ 

50 “ Herrings ‘‘ J 

Cash, as per C. B. 

Cash puTcnases, frcra G. B. 

Total Mdse debit 


8421 


1709 


900 


80 


20 


00 


1277 60 


3160 


00 


14558 

1801 


16359 


50 

00 


60 


TS posted to the Cash aVount fro® Se C B Or Smftlf Th® 

credit^.! Uu whole and debited wfth Se$loS) ’ * Kei^rhley nuy b. 

174 
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SALES BOOK.—SET VTL 
Toronto, January 3, 1877. (1) 


2 

3 

3 


T. C. Kerr, St. Catharines 

5 bbls. Crushed ^‘A’^ Sugar, 

1000 lbs. at I *12^ 


8 ** Strong Baker’s Flour, 

at $6.00 

0 Rnrinfr ** ri riO 


10 “ 

Spring 

‘‘ **. 5.50 

10 ** 

Extra 

“ ** 7.00 

15 “ 

Superior 

** 7.25 


Bills Reg., Acceptance at 10 lUvj-i 


- 4 - 

A. S. Austin, Guelph 

6 bbls. Salmon Trout at $14.00 
20 ‘‘ Herrifigs “ 4.(X) 

40 “ Sup. Ex. Flour “ 7.75 

-: 10 -: 

P. D. Conger, Toronto 

2 bags Java Coffee, 

250 lbs. at 9 .40 
2 hf-chests Col’d Japan, 

125 lbs. .70 

500 lbs. Crushed ‘A” Sugar* ‘ .13 
SO days 

- 12 - 

T. G. Kerr, St. Catharines 
10 bbls. White Fish at $G.00i 
10 ** Salmon Trout ** 14.00| 
3 bags Rio Coffee : 
gross, tare. 

136 — 12 lbs. 

151 — 15 ** 

153 — 17 “ 


2 

3 


440 _ 44 = 396 lbs. net at .40 
Bills Reg., Note at 2 monUis 

-- 15- 

Henry Gk)rdon, Barrie 

10 bbls. Apples at $4.50 

10 “ Mess Pork “ 15.00. 

25 ‘‘ Sp’g Baker’s Fl'r 7.00 

SO days 


Amount forward 

176 






125 

00 

1 



48 

'oo 



56 

00 



70 

00 



108 

75 

406 

75 

70 




8000 



310 

00 

460 

00 

100 

00 



87 

50 



65 

1 

00 

I 

252 

50 

6oloO 



i4o: 

1 

! 

i 

00 



158 

40 

358 

40 

45, 

00 



150 

00 



175j 

ooj 

370 

00 



1S47I 

65 













































BOOK-KEEPING. 


( 2 ) 


Tokonto, January 17, 1877. 


Brought forward ^ 

P. D. Conger, Toronto 
1200 lbs. Cheeso at^ .11 

20 bbls. Extra Baker’s 

Flour 7.50 

30 “ Superior “ ** 8.00 

10 “ Salmon Trout “14.00 

Bills Reg., Acceptaiice at 60 days 
20 


A. S. Austin, Guelph 
I 15 bbls. Salmon Trout at $14.00 
8 “ White Fish “ 6.00 

25 “ Herrings ‘‘ 4.00 

i- 24 - 

|T. C. Kerr, St. Catharines 
■ 425 lbs. Factory Cheese at $ .12 

4 bxs. P. of W. Tobacco 
lbs. taro. 

114 — 19 
116 — 19 
118 — 20 
120 — 20 

468 — 78 = 390 lbs. net at .32 
29 


P. D. Conger, Toronto 
30 bbls. Salmon Trout at $14.00 
jB ills Reg., Note at 3 rruynths 


Ciish sales from G. B, 

Total Mdse credit 


132 00 

15ojoO 
210 00 
140 00 


210 

48 

100 


$1 


00 


124 


80 


1847 


. 662 


358 


65 


00 


00 


175 


80 


42o!oO 


3463 45 
322670 


6690 16 


176 
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CASH BOOK. 

D». CASH. 


187 

7. 

F. 


Mdse. 

Sundries. 

Tan. 

2 

1 

A. R. Sandersoii 

Investment 



4130 

00 

n 

i( 

1 

Wm. Golden 




9000 

00 

(( 

3 

x/ 

Mdse 

Cash sales this day 

120 

30 



t( 

4 

x/ 

it 

«( u 

170 

'55 



« 

5 

x/ 

it 

«( u 

160 

00 



it 

6 

2 

Bills Reo. 

Q. W.’s Acceptance 



406 

75 





discounted 





a 

8 

\/ 

Mdse 

Sales this day 

186 

50 



a 

9 

x/ 1 

it 

U 

216 

180 



n 

10 

3 

jA. S. Austin 

On account 



600100 

a 

it 

x/ 

Mdse 

This day’s sales 

265 

30 



it 

11 

x/ 

a 

« 

240 

50 



ti 

12 

x/ 

it 

\ 

«4 

175 

00 



it 

13 

'6 

Discount 

H. G. & Co.’s Invoice 



30 

!66 





of the 8th 





it 

15 


Mdse 

Sales this day 

245 

60 



ti 

17 

x/ 

it 

€i 

180 

70 



ti 

18 

3 

1 

H. Gordon 

On account 



400 

00 

it 

it 

' 

Mdse 

Sales this day 

196 

00 



a 

20i 

3 

H Gordon 

Oil account 



20 

00 

a 

it 

x/ 

Mdse 

Sales this day 

225 

00 



ti 

22 

x/ 

it 

u 

216 

40 



a 

24 

2 

Bills Rec, 

H. Q.’s Note dis¬ 



300 

00 





counted 





it 

it 

7 

Mdse 

This day’s sales 

146 

25 



a 

25 

3 

H. Gordon 

In full of account 



60 

00 

it 

26 

v/ 

Mdse 

Sales to-day 

218 

20 



it 

30 

1 

3 

A. S. Austin 

On account 



100 

00 

ti 

* 1 

v/ 

/ 

Mdse 

” This day’s gales 

276 

60 
_1 





S.B. 

Total Mdse credits 

3226 

to: 

1 

3226 

70 



1 

it 

Gash debits 


1 

1 

18164 

11 


178 






















































BOOK-KEEPING. 


BET vri. 


(2) 


CASH. 




1877. I F. 


Jan. 


“ I 8 

H \ (( 


! 9 


<< i u 


I Exp’nae Suildriea. 


J 

Expense 

Advertising in DaPy 
Papers 

j 1 

115 60 ! 

! ! 

J 

5 , 

6i 

Set of books for store 

15 

60-^ 

Wm. Active 

On acceunt of wages 



2 ' 

Merch. Bank 

Deposited 



6 

Discount 

On G. W.’s Accept¬ 
ance 



6 

Freight 

On Goods from R. G. 

& Co. 

> 


1 

Win. Golden 

Withdrew on acc’t 

j 


6 

Freight 

On Goods from J. A. 

M. 

i 



Expense 

Sundry items 

12 ’ 

50 

I 1 .B, 

Mdse 

J. C. & Co.’s Invoice 



1 

5 

i Isaac Porter 

On account of salary 



1 

1 i 

A. R. Saude^on 

Withdrew on acc’t 



I 

4 1 

Riminer, G\mn 

Full for Invoice of 




& Co. 

8th inat. 

65 


' 

llExpense 

Repairing store 

75 

‘ x/ 1 


Quarter’s rent of 

200 


11 

store 



• 2 i 

jjMerch. Bank 

Dei>osited 




j|Bxpense 

Sundry items 

25 

60 

\ 5 

jjas. Spry 

On account of w’agei 



6 

Discount 

On H. Q ’« Note j 



» 1 

|a. R. Sanderson 

Withdrew on acc’t 



► I. B. 

[Mdse 

Part of S. A K.’a In¬ 




1 

voice 



5 

|Jas. Spry 

On account of salary 



i x/ 

1 

Expense 

'Taxes, $40.00 ; clean¬ 
ing store, $-1.50 

45 

10 


Mdse 

Ot, 0. W.’s Invoice 



1* ^ 

W. Golden 

Withdrew on acc’t 



6 

Total Expense debits 

480 

15 

1 

Gash credits 





Balance 




550 

12000 00 
189 

lo-yo 

160I00 

5[40 

! 

436^00 
12!oO 
200|00 
796 50 


2O0I00 


20^00 

6|05 

145'00 

loooloo 

loioo 


365 

215 

480 


16058 

2105 


00 

00 

15 


10 

02 


1816411 


179 
























































BOOK KEEPING. 


LEDGER-SET VII. 


fVK A. R. SANDERSON. 0» 


1877! 1 



1 


1877 


1 



1 

Jan. 13ToCash, O.B. 

2 

20000 

Jan. 

2'ByCfish, O.B. 

1 

413000 

'* l36i 

1C.B. 

2 

145 

ool 

<< 

2 

“ Mdse, I.B. 

1 

5000 

00 

“ 131 

1 Balamt 


1177476 

H 

2 

“ A. S. Aus¬ 




1 





n 

31 

tin, J. 

1 

870 

00 

i 







“ Loss&Gain 


2119 

76 

! 



1211976: 





12119 

76 


WILLIAM GOLDEN. 


1877' 

JW.‘ 

8 

To Cash, C. B. 

\2 

15000 

11877 

Jan. 

2 

By Cash, C.B. 

1 

; 900o|o0 

i 

50 

“ O.B. 

12 

215 00 

1 

2 

“ H. Gordon. 

1 

1000,00 



Balance 


11754^75 

1 

31 

J. 

‘‘ Loss & Gain 


2119^76 



i 


1211975 





1211976 


CASH. 


i877i 

1 

1 




'1877^ 

1 

■ 1 ■ 

i[ 1 

Jan.! 

M' 

To Sundries i 

0. B. 

1 

18164 

11 

Jan. 

81 

31 

By Sundries, 

C.B.'2 
‘‘ Balance 

1 lG058;i9 

210592 





18164 

11 



> 

L81G411 


180 
















































































1 877; 


1 1 

1 

1 'I 

1877 

! 

I 


Jan. 

129 To M. Dank, J, 2 

1722.80, 

Jan. 

16 

By S. &K., J. 

1 

(( 

31 

“ Balame 


179!) 

20 

it 

23 

“ A. S. Aus¬ 








ti 


tin, J. 

2 








25; 

« C^T.&Co.J. 

1 

2 





3622 

00 






181 




















































































BOOK-KEEPING. 


(3) 

Ck. 


A. S. AUSTIN. 


i877! 

Jan. 

2 

To A. R. San-| 


't 

1877 

Jan. 

10^ By Cash, 0. B. 

1 

1 

50000 


derson, J.! 

J 

87000 

u 

24| 

“ Mdse.,l.B. 

2 

900 00 

n 

4 

Mdse,^.B. 

1 

46000 

(C 

30 

‘‘ Cash, O.B. 

1 

100 00 

(( 

20 

23 

“ S.B. 
B. Pay, J. 

2, 

2 

358,00 

2oo!oo 

1888^00 

it 

31 

Balance 


388 00 

1888 00 


> 


HENRY GORDON. 


1877 



Jan. 

2 

To H. Golden, 


J. 

ft 

15 

“ Mdse.,S.B. 







i 

1877 




1 ! 




1 

Jan. 

n 

By B. Rec., J. 

1 

400,00 

1 

1000 

oo; 

a 

18 

“ Cash, O.B. 

1 

1 iOOiOO 

1 

370 

00 

tt 

20 

“ ‘‘ C.B. 

1 

2000 




tt 

22 

“ H. A. N. 


■ 







Son, J. 

2 

200 00 




tt 

23 

“ B. Rec., J. 

2 

300 

00 

1 



it 

25 

‘‘ Cash, 0. B. 

1 

50 

00 

! 

O 1 

CO 

ooj 





1370 

00 


H. A. NELSON & SON. 


11 


1877 


1 

j 

To H. Gordon. 2l 
J.j 1 

o 

_o_ 

I 

Jan. 

31 

By Balance 

200j00 


P. D. CONGER. 



662 

00 

420 

00 

262 

50 

1334 

50 


182 















































































































BOOR-KEEPlNa, 


Dk. RIMMER, GUNN & CO. Ck. 


1877 

1 

“ ■ — • 

\ 

1 

:'i8771 

1 


11 

i 

Jail. 

13To Cash. C.B. 

2 

796150 

Jan. 

8 By Mdse.jI.B. 

ill 

1 79660 

(( 

31 

Balance 


3160 

00 

(( 

27 

“ “ LB. 

I 

1 316000 


_ 



395660' 


1 



1 ^5650 


SMITH & KEIGHLEY. 




1 

1 

CO 

1 




16 

To B. Pay, J. 

li 

1522,80 

Jan. 

5 By Mdse, I.B. 

1 

1 1522 

80 

26 

.Cash, C.B. 

2 

100000 


26, “ “ LB. 

2 

1277 

50 

31 

“ Balance 


27750 









2800*30 


T 


, 2800 

30 


J. A. MATHEWSON. 


i 



11877 


1 


iTjTo Sundries,!. 2 

287 

50 

Jan. 

9 

By Mdse, LB.j 1 

287 


CRAMP, TORRANCE A CO. 


1877 


. ■ 1 



1877 



1 



Jan. 

25 

To Bills Pay.,l2 

J.l 

1799 

20 

Jan. 

22 

By Mdse, LB. 

1 

1799 

20 


T. C. KERR. 


1877! 

1 



1 

1877 


1 




Jan. 

1 SToMdsc, S.B. 

1 

400;75 

Jan. 

3 

By Bills Rec., 


1 40G 

75 

n 

i]2 “ “ S«. 

li 

358 

40 



S. H., 

1 



u 

21 

“ S,B. 

2 

175 

80 

ti 

12 

“ S.B. 

1 

' • 358 

40 








3J 

Balance 


175 

80 

1 




1 940 

95 





1 940' 

95 


18 S 



















































































































BOOK-KEEPING. 


Da. 


WILLIAM ACTIVE. 


(5) 

Ca. 


1877 




1 

:'1877 


Jan. 

6 

To Cash, C.B. 

2 

650':jan. 

31 


31 

“ M.Bank, J. 

3 

84:50 

1 






1 

4000 

i 



By Expense, J. 


JAMES SPRY. 


187Y' I 

Jan. ,23 To Cash, C.B.I2 


!2G 

i31 


C.B. 
M.Bank,J. 




1 

!'1877' 

•2 

20 

00'j Jan. 

31 

.'2 

10 

00 



.3 

30 

• 

00 



1 

*40 

00 




By Expense,J. 


40 


40 


00 


00 


40 


00 


40 


00 


GEORGE STOREY. 


18771 


L ,, 1 


18771 


:| 

IjTo M.Bank, J.js 

o 

o 

o 

Jan. 31 

By Expense, J. 

1 


3.1 4000 


ISAAC PORTER. 


1877 

Jan. 


13 To Cash, C.B. 
31 “ M.Bank,J. 



1 1 

1877 

1 

2 ! 

12,'oOi 

Jan. 

31 

3 ; 

28,00 


1 


4000 


! 


31 By Expense, J 


40 00 


4000 


MERCHANDISE. 


1877 

Jan. 

31 

To Sundries, 


1G359 

50^ 

1877 

Jan. 

31 

(( 

a 

I.B. 

2 





** Lo$S(& Gain 


4880 

G5 

4 < 

ti 





21240 

15| 




By Sundries, 
S.B. 

‘‘ Bal Inv’ty, 


6G90 15 


14550 


21240 


00 


16 


i&l 






















































































































( 6 ) 

Diu 


book-keeping. 

discount. 


Jau^.i eiTo Cash, C.B.J^! 

^ " '^"*^.21 


‘^Cash, O.B.'l 
« Loss tb Gain 


iso'jan.llSBy Cash, C.B.j 
7 801 “ 1171 “ J--A-Math- 

9 00;l 1 > ewson, J 

COo'l 
15111 

— 1-1 
38 Soil 


Cb, 

sojoe 

819 


3885 


58771 . . T 

Jan. 31 To Sundnes,J. 
« ii a “ C.13. 


expense. 


1 11 

1877^ 

160 OOi 

Jan. ^ 

480p 


640;15 

LJ 


31 


By j| 


u 


640 


15 


freight. 



LOSS AND GAIN. 



185 






























































































BOOK-KEEPING. 


Dr, 


1877 

1 

! 

Jan. 

iSliTo Cash 

(( 

i 

1 “ B. Bee. 

(( 

n 

1 M. Bank 

a 

1 “ 

1 ‘‘ A. S. Austin 

n 

(( 

“ H. A. N. & 



Son 

i( 

(( 

P.D.Conger 

(< 

! 

T. C. Kerr 

t< 

! 

a 

“ Mdse. 


BALANCE. 


ii 1 :i877 

|i 2106 92! Jan. 

1 1 

31 By B. Pay. 

77840' 

, U 


1 “ R. G. &Co.! 

■ 10315 59| 

u 

a 

“ Smith & K.! 

l! 388001 

(( 

(( 

! “ A. R. San-I 

ji 200001 


derson 
“ “ W. Golden 

1! 26260 
! 17680 
; 14660 00 

1 ! 

128766 21 





(7) 

C*. 


: 170920 
316000 
; 277 50 

ii 

jlll774,76 

911764,76 

I 


2876621 






































book-kkepinq. 


balance sheet. 

A “Balance Sheet" is a collection of ‘ 

of the Ledger accounts, in fact, the Balance, 

the results of the busings. » „,nts ' The following form, 

“5. "BirsLj lo ..e 

“Trial Balance.” 


The manner of preparing it is as follows; 


1. Take a sheet of paper of proper size, and for a border, 
rule double red lines around the margin. 

2. Rule parallel head-lines, leaving proper space for double 
headings, aa in the example. 

“SS V “ f' rrIS™ 

ners. ehv&n lines more, and so on. 

eoJns%:VffiooC^^^ 

■ The position of tlTese columns 

will be seen in the example given. 

The ruling of vertical an^dhomonte^^^ « 

method of making the verbal directions, 

simple inspection of the form than by any verO.u ai 














BALANCE SHEET—A, R SANDERSON & CO. 


BOOK-KEEPING. 





::: Iij ;j i j j 


g; 

: o2 : : 


Efl 

ll 


■*» 




jO * 

si 


:2 *0 • 

g|cQ-<ci|.|u g^l I 

188 



Golden’s net urain... 2119 75 

“ “ worth. 11764*76'. !.*!!.*!.’! ii764 























































































































































book-keeping. 


COMPANY ACCOUNTS. 

Ml u MB in ffive only one example, which 

Our space methods in general nse. 

we will arrange ^cord g Tjohert Smith, New Orleans, 

1877, Jan. James Heaton, and our- 

to be sold on joint p freight by cheque 

selves, each i 100 hhds. at $60 Pa^d J 

1500. Jan. 3, Sold ^ark N^ton, tor ca ^ 

Jan. 5, Sold Edward Forbe , on ^30 ^ 

JU »0.’ Co„„i»io» 2i%. 


first METHOD- 
MDSE CO. A. 


Cr 


1 


To R. Smith 


“ Merchants’R’h 

8 “ Charges 
(( a (( Commission 

R. Smith, i in¬ 
voice and not giinl 
J. Heaton iin-; 
voice and net gain; 
Eoss and Gain 
Onr i n«t gain 


1 '>■ 

j 2000 00, i 


600100, 

60 ; 00 | 

20000 

2416 661 


By Cash 


12400 00 


oEilisBec. 13200100 
Chas. Adin 11240000 



SECOND METHOD. 
MDSE CO. A. 



To R. Smith 
“ Jas. Heaton 

“ Merchants’B’k 

Charges 
“ Commission 
“ R. Smith, ^n. g 
“ J. Heaton^n.g. 
Loss and Gain 

Our i net gainl 


I 

400000 Jan. 
200000 
600 00 
60,00 
200 00 
416 66 

416|67 
416:67 


By Cash 
'• Bills Bee. 
Chas. Adin 


2400;00 

3200(00 

2400:00 
































































BO r IC-KEEPING. 


In the first, the presumption is that we are not indebted at 
present to B. Smith for more than our own share: in the 
second, that we are indebted for the whole—to K. Smith, not 
only for our J but his also, and to James Heaton for his ^The 
closing entries must correspond to the opening entries in each 
case. The pupil will see that the difference between the two 
methods is in the opening and closing entries. The above 
entries will, of coui’se, indicate the journalizing. It is usual, 
in posting from the Journal, to bring the last five items on 
Dr. side in one sum under the term ** Sundries/* The first 
method is the more correct one. > 

COMMERCIAL CALCULATIONS. 

As the pupil may be supposed to be familiar with the method 
of calculating Interest, Discount, Exchange and Simple Equa¬ 
tion of Payments, we will give here only the method of 

EQUATING AN ACCOUNT. 

Suppose the following to be Abel Bond^s account in our Led¬ 
ger, and it be required to equate it, that is, to find at what time 
the balance of the account, $225, should be paid, so that neither 
he nor we shall be the losei*s in regard to interest. 


Dk. ABEL BOND. Cb 


1876 






1 1 

11876 





Apr. 

3 

To Mdse at 3 mos 

220 

w\ 

July 

1 

By Cash 

200 

00 

May 

1 



5 “ 

125 


Sep. 

17 

Note at 3 mo 

300 

00 

(< 

15 

(t 

n 

(> “ 

200 

00 

Oct. 

3 

“ Cash 

160 

00 

Ju e 

24 

it 

<< 

8 “ 

140 

00 






July 

1 

<t 

«< 

9 

190 

00 








X 











First ascertain when each amount becomes due, and then 
(issuTifi6 the latest date upon which any item on either side 
becomes due as 1116 dcitt of scttleiTitni. Multiply each item on 
both sides by the number of days between its date and the 
assumed date. Find the sum of the products on each side, and 
divide the difference between the two sums by the balance oi 
the account. The quotient will be the number of days that thf 
assumed date is out'of the reckoning. 

If the difference of products and the balance of the account 
fall on the same side count backwards if on opposite sides couni 
forwards. 


190 
































BOOK-KEEPINQ. 


EXAMPLE. 


]876 

Am’ts. 

Days. 

Products 

1876 

Am’ts. 

Days. 

Products 

J uly 3 

220 

272 

69840 

July 

1 

200 

274 

54800 

Oct. 1 

125 

182 

22760 

Dec. 

20 

300 

102 

30600 

Nov. 15 

200 

137 

27400 

lOct. 

3 

150 

j 

180 

27000 

1877 

Feb. 24 

140 

36 ’ 

6040 



! 650 


112400 

April 1 

100 

0 

0 



1 




875 

650 


225 


115030 

112400 


2630 


The differences falling both on the 
same side we count backwards 11 
days from April 1st, which brings 
the ec^uated time to March 21st, 
11877. 


11 


Any other date may be assumed. If the earliest date had 
been assumed, the directim of counting would have oppo¬ 
site to that above; the general rule being—when the differ¬ 
ences fall both on the same side, to count trom the assumed date 
in the same direction as the other dates are in regard to it; 
when the differences fall on opposiU sides, to count from the as¬ 
sumed date in an opposite direction to that of the other dates in 

'^^'rhe thoughtful pupil will readily see that if he multiply the 
difference of the products by the rate per cent, and divide by 
36500 he will have the balance of interest, on-April 1st, and 
therefore the amount which settles the account at that date. 

Another method of finding the average date is to ascertain 
what the balance of interest would be at the assumed d^ ot se - 
tlement. If the balance of interest is in favor of Abel Bond, 
he is entitled to keep the balance of the account long enough to 
produce that interest; hence the true date will he subseqwnt to 
the assumed one, and we must count forwards, and if the balance 
of interest is against him, the true date will be just as long 
■ before the assumed one, and we must count backwards. _ 
As, for the purpose of merely equating the account, it is im¬ 
material what rate per cent, we take so long as we use the same 
^or both sides, we choose 6%, and reckon 360 days to the year. 


lai 






























































BOOK-KEEPING. 


EXAMPLE. 


1876. 

Am’ts. 

Days. 

[nt’st. 1 

July 

3 

220 

272 

9.97 ^ 

October 

1 

125 

182 

3.79 1 

Nov. 

15 

200 

137 

4.57 

1877. 





Feb. 

24 

140 

36 

.84 

April 

1 

190 

0 

— 



875 


19.17 



650 


18.73 

1 



225 


.44 !■ 


18Y6. 


July 

Dec 

October 


Am’ti. 


200 

300 

150 


650 


Days. 


274 

102 

180 


Int’st. 


9.13 

5.10 

4.50 


18.73 


The balance of interest Is against A.B. 
Hence, for the payment of ^22 5 to settle 
the account, it should have been paid as 
long before April 1st as it would take to 
produce 44 cents interest; viz., 11 days, 
bringing the equated time to March 21st, 
1877, as above. 


The student will perceive that the principle observed here is 
to cJuirge Abel Bond with the interest on the various amounts 
received by him from the time of their becoming due in Cash to 
the assumed date of settlement, and in like manner to allow or 
credit him with interest on the sums paid by him. A careful 
examination of the tw’o methods will show that they are esseu~ 
tidily the same, for if we divide the difference of the products in 
the first by 6000 we obtain the balance of interest, 44 cents 
nearly. The reason of this is plain. The interest on $220 for 
272 days, (using for convenience the same rate as above) is 

36000-6000“=^^-^^’ 

rest. Now, in the first method we simply write down the pro¬ 
ducts, reserving the division by 6000 until we arrive at the 
difference of the products. Indeed, if we divide each individual 
product, the sums of the debit and credit products, and the 
difference of these sums, in the first method, by 6000, we shall 
find the quotients to agree respectively with the corresponding 
amounts of interest in the second. 

The number of days to be counted from April 1st is more 
nearly 12 than 11, but we have chosen to give Mr. Bond the 
advantage of the fraction. 

^If he propose to give us his note with interest for the balance 
of the account it should be dated March 21st, 1877. 

If he propose to settle the account on the 1st of April, 1877 , 
he should pay $225.44. 

There are other ways of equating an account, but our space 
forbids us alluding to them. 


192 









































ftOOK-KEEPINGS. 


CLASSIFICATION OF ACCOUNTS. 

Accounts have been classified in various ways, but we will 
here mention only four of these :— 

L The older writers generally divided them into Personal, 
Real, and Fictitious or Nominal. 

Personal. —Those in the names of the 'persons with whom 
we do business on credit; as Eobert Smith, Charles Adin, 
etc. 

Those representing property, as Cash, Mdse., Eeal 
Estate, Eailroad Stock, Bills Eeceivable, and including 
also Bills Payable. 

Fictitious or Nominal.—Those representing the different 
kinds of expenses^ and various other causes which add to, 
or take from, the gain whicli the Mdse. Acct. may show ;— 
as Interest, Commission, Expense, the Loss and Gain acct. 
proper, and including also Stock acct. 

jSfOTE._If a Bank Account be kent. some call it a Real accoxint, as it represents Cash 

immediately available; others a Fersonai account, as the Bank stands related to us 
as Dr, or Cr. in the same way as any person does. ^ 

II. PersonpJ- Pro'O^rty accounts, and accounts 

of Causes ; corresponding severally with the divisions in No. I. 

III. Personal and Impersonal ; or accounts of Persons 
and Things. 

Personal. —All persons with whom we do business on credit, 
including Bank account, and the proprietor’s investment ac¬ 
count, called Stock or Capital, 

Impersonal. —All not 'personal: that is, those representing 
things —not only material, tangible things, such as Cash, 
Merchandise, Bills Eeceivable, Bills Payable, Eailroad 
Stock, Eeal Estate, etc., but also anything^ in the shape of 
accommodation or advantage received or given by us, and 
having a money value in relation to our business. 

IV. The most practical division is into Asset and Lia¬ 
bility accounts, and LOSS and Gain accounts. ^ 

Asset and Liability accounts.—Those whose closing entry 
shows an asset or a liability; as, Cash, Bills Receivable, 
Bills Payable, Bank, Eobert Smith, Eobert Smith’s Con¬ 
signment. 

Loss and Gain accounts.—Those whose closing entry 
shows a loss or a gain / as, Merchandise, Eeal Estate, Bank 













nOOK-KKEriNG. 


Stock, Shipment to Hamilton, Commission, Interest, In¬ 
surance, Expense, and the Loss and Gain account proper. 

^ecwZaitre property on hand, as found by taking stock, Is an aiset 

Of these classifications, III. and lY. seem to us the only 
ones of any special value. The former affords the means of 
showing the reason for debiting and crediting accounts of things 
as well as accounts of persons. The latter is of practical utility, 
in leading us direct to the great end of all account-keeping' 
namely, the present financial condition of the business, and the 
ways and means by which from a known previous condition the 
present one has been attained. 


Re^esentative have been applied by some to the two 
div.a ons in No. IV. At these terms, however, are used by others in a different tense we 
rather than confuse the student by the use of terms so differentiv an- 
plied, to call them simply Asset and Liability accounts, and Lott and Gam aocour^?^ 
The former are sometime# called Jt state Accounts, 










EXAMINATION PAPERS 

ON 

1300K-KEEI»I3V O, 

SELECTED CHIEFLY 

rr»#M THOSE PREPARED UNDER THE DIRECTION OP 
THE EDUCATION DEPARTMENT FOR ONTARIO. 


glOOND CLASS CKRTinCATIH, JULY. 1871 


TimK—One Hour and a Half. 

1 Dwicribv the C««h Book, Journal, Led?rerand Inrolee Book. At rrxK h 

t buMncs. with »6.000 ca.h. .nd |6 m »ood. pnrch«ed(rom A, B 

at « nN>nthB. Shew what accounU you would open. 

*. V liat account, would b« affwtwl. and how, by the foIIowIiMt entric-. 
m Sold eoodg to A. on account, •«». 

«) Sold good, to B. to th. amount of Bl.OOO. r<.o4i„uig I6o0 ch and hi. noU 
4 months, payable ab Ban. ol Toronto. 

• «) Bought good, from C.. »1.600, paying *800 ch and giving my noU at 4 

' ' mohths. payable at Bank ol Commerce. 

(4) U«1 £■•» note dlacountod at Bank of Toronto at 8 per cent, 
fc. D 4 «enbe the eWt-c you would take in closing a set of hooka. 


riRST CLASS CERTIFICATES, AUGUST, 1*11# 

‘I'lME—O ne Hour and a Half. 

t W hat 1. th. obl.04 el book-lmeningl StaU th. book. u.u.Uy «nploy*J, and tt. 
« 0 e of each. 









Li 


BOOK-KEEPING, 


2. WhAt i« the dJttinetioQ hetwf^en real and flotitioni ac^^tuuf 
S Steu folly how yoo balance the following aeooonta 

(а) Ooodg. 

(б) Profit and Losa. ♦ 

(e) Balance. « 

i, What Is meant by a trial balance ? 
k Journalize the following transactions :— 

(o) Bought from MoMaster & Co., 50 pl«*c6* cloth, containing 80 yards each, 
at per yard, paid cash ^1,000, aiul gave uiy note at 8 anmihs foi 
remafnder. 

(I) 8oM to John Smith, goods $300, received in cash $160, and his note at { 
months for the remainder. 

(e) Discounted tho above note at 7 per cent. 

(d) Lost my pocket book containing $160. 

(<!) The i)ocket book was found a few days after and returred, when 1 gavi 
$10 to the finder. 

8 Shew how to average an account. Bought goods from A. TL McMaster A Bro. at 
per invoice : April 4th, $800 on 4 months; May 15th, $980 on 6 months ; June 
12th, $1,020 on 4 months. Paid on account. May 20th, $750 ; June 5th, $720^ 
July loth, $300. When must I pay the balance? 


FIRST CLASS CERTIFICATE—DECEMBER, 1874, 


Time—One Hour and a Quarter. 

1. Arc all the Real Accounts closed To or By Profit and Loss! Give reason for your 

answer. 

2. Explain how the following accounts are closed : Profit and Loss, Stock, Balance. 

8. Define Bill of Lading, Bonded Goods, Bill of Entry, Consignment, Manifest, Letter 
of Credit, Salvage. 

4. Shew with example how to “ average an account." 

5, Shew how to journalize in the following cases:—When I sell goods of one sort for 

part goods of another sort, part cash, part bills, and part credit When I buy 
goods of one sort for part goods of another sort, part credit, part cash, and part 
bills. When I receive a legacy in houses, or lands, or gooda When I buy a 
bill of another for ready money and receive discount When I sell a bill for 
cash and give discount When goods bought on credit, are sent to sea for my 
own account When goods are sent to sea for my Factor’s account, which were 
formerly entered in ray books. When the goods of another peraon are insured by 
me and I receive the money, (1) presently, (2) not presently. When goods of 
my own that were insured are cast away at sea. When the insurance is paid to 
me after I have entered the circumstances in my books. When goods in Com¬ 
pany are sold by me on credit When goods of my partner are brought into 
Company. 


1ST CLASS CERTIFICATES—JULY, 1876. 


Time—One Hour and a Quarter. 

fOL 

L Give in full your method of closing a set of Books (Double Entry). 

II Claeeify the following accounts for closing purposes, and explain how each account 
U eloeed—fitock, Caeb, Merchandise, Baianoe, Bank, Bank block. 












booe-keeping. 


Ill 


m 01.. ih. D.y Book .otriM th.t woold r<»ialr. th. IvUowtr.* 


fg) John Thoxupaon, Dr 
Baiuk, t. . 

To Bill* Rec«iTable, 


5«00 00 



(kj Shipment to A. Lo 

To UerchamiUo 
It Ca«h 

(v) John Henry,Henry’s Consignment 
IV. Journ&lire the following transactions, i>o8t and close the Lodger 


ItO 00 


J uly 


V “ 1876 In «t;i in buMne.., o«b. »400; morchandiso *4.760; . noto 
■Uod u;®avor"o“ John Hilh ai^ned by W. inif. -'^.^dorsod by H- 



^ ‘trio H uik for SlOO, their note U) balance. 3rd. Shipped R. 

SdU hraecond oonsi^ont, <=onaistlns oi lOO bbla flour, b.voio^ « 
av .war hbl • naid freiu-ht and drayatre on same by cheque, »180. Otn. som 



and rendorod him m. in osh, *1,020: lOth. 

SvS“a^unt^l.^ on3S K. Man.dng oi the 8rd Inat 

rfo • l^inpanlodby a cheque for amt. of our net procecala, ^,6(W, which 
I deptwited in Bank. MerchandUe on hand, as i«r luveiilory, *3,,->0.00. 

». Write out the lluBlness form, required in the preceding queaUon for the let ana 
^luJ wi the month. 


gECOND CLASS CERTIFICATES—JULY, ISTg 
Time—One Hour and a Quarter. 

l Which do you consider the more satisfactory system of Book keepiu*, Sing., o. ' 
Doable Entry ? Give your reasons in full. 

t Eaplaln the following term, aa need = “"’p^Xeu”’ 

luent, Conalgnmont, Account Sales, Acceptance, Draw ee, 1 rolest. 

V Journalize the following. Give your rule, 4nd show that it ii satisfactory when 
applied to these particular entries : 

(a) July Ist 1876. 1 commence business investing as follows Cwh 

^ ^ $5 000 Mdse. $-2,500, Wood for use in Store $100. 1 owe on a note, 

favor of John Thompson, dated June Ist., at 6 mos. $1,200 with one 

month’s Interest on same $3. _ 

0 ) Bought of John Jongs Mdse, as per invoice $1,200. Gave in i)aymenl 
my note for $600 at 80 days. Balance on account. 

(c) Kec’d. from Herry Kerr 100 Bbls. Flour invoiced at $6 P®*" ^bL, ^ 

' ^ sold on his account and risk, paid drayage, Ac,, by an order on W 

t <M>« Day Book entriee corresponding to the (ollowlng Journal 



























BOOK-KEEPINa 


Bank 


To John Walker. 


(b) Biila Payable, Dr. 

i J Bank. 

*• West. 

‘ Discount 


4 C 


(c) Shipment to A. B. Dr.. 

Tw Mdse. . . 

“ CD., 

“ Cash..|l 

vd D.ay Book entries corresponding to the following entries as found In Mdse. 
..ccount, and’close the account, given that $2,000 worth of Mdsa still reinaini 
insold : 


tM 

00 


1 

100 

00 


1 



&60 

; 00 

800 

00 

• 




800 

00 



460 

00 



60 

00 

1,600 

00 





1,000 

00 



600 

00 



100 

00 


Dr, Md8«. Cx. 


1 1 

To Stock . 

8,000 

00 

July 

1 

By Cash. 

300 

00 

; 3 

“ Sundries. 

640 

00 

3 

“ Bills Payable..,. 

160 

CC 

i ^ 

“ Bills Receivable. 

320 

00 


6 

“ John Jones. 

1,200 

00 


“ Wm. Cooper . .. 

800 

00 

“ 

8 

“ Shipment to A. B.| 

1,800 

oc 

1 

John Smith. 

410 

00 

1 ** 

9 

10 

“ Bills Receivable. I 
“ Bank. ! 

1,600 
i 100 

00 

00 


NORMAL SCHOOL FOR ONTARIO. 

FORTY-NINTH SESSION.-JUNE, 1873. 

FIRST AND SECOND CLASS CERTIFICATES. 


Time— Two Hours. 

l Dlride the fallowing accounts into Personal, Real and Fictitious, viz. Cash, A 13 , 
Bank of Toronto, Interest, Real Estate, CommigsioM, Bills UeceivaUe, Mdse,, 
Expense, Bank Stock, Bills Payable. 

1 Divide the same accounts Into two classes, one showing an asset or a liability, the 
other a loss or a gr^n. 

& Say which of the Real accounts in No. 1 belong to the class of accounts showing 
Assets and Liabilities, and which to the Loss and Gain accounts. Explain how 
you would distinguish between them. 

A. The books of original entry being the Cash Book, Sales Book, Invoice Book, and 
another for miscellaneous entries explain the use of each. 

6. Draw out a form for a Bill Book, and explain its use. 

ft. Describe the mode of posting direct from the Cash Book and Invoice Be ok. % 
f.. Journalize the following Day Book entries: 

(a) Began business with Cash $10,000, of which $3000 U borrowed from M. N. on 
our note. 

Also, C. D. owes us $100 on his note, and $300 for which we hold no note. 
We owe E. F. on book account $200, and G. H on our note $100. 

. (6) Sold A. B. goods $900, and receive*I on account. Cash $400, and R. S-’s note 

for $200, on wlilch he allows us discount $1.60 
(«) Bought from Bank of Toronto for Cash, Bill of Exchange on City Bank, 
London, England, for $200 Stg., and remitied the saina to Benjamin 
Worth, Mauchesver, Euglaud, in settlement of acoouni. Kzohaugs ai 











































BOOK-KEEPING. 


V 


A R And C. D. Tt In partaerahip. On closing the th® 

Account and the L^STand’^i^^ Cr. ^20. ivequlred 

Ualmuw di the concern, the Dr. side of Balance Acct. be.ng «;ie,930. 


FINAL EXAMINATION. 

FirriETll SESSION, DECEMBER, 1875- 

FIRST AND SECOND CLASS CERTIFICATES. 

Time— Two Hours. ♦ 

totn/thf^in or lo»! what mu'^bo'C^'S 
I What doe, th. 

Balance account ^ a- g gj.e some for caah, and some on time, either bj 

J, lu a business where which will be closed into Balance, and thoM 

S?[i“chU.ffce"?.re?in““ »»« “I* 

account. Give Day in payment part cash, part 

"• ^’’'ouTo^'SSw “iart"IheV. uote.Ld cheque ou Ba.,k {or bal^tce. Give kj 
Book and Journal entries. 

0 Nol°”r^iS<Srved of A.B. his acceptance at one month. H&O. 

ltS< xxov. ^ jj ,g 3 m mto Bank for ^ 

Discount..... 2 25 

— 447 75 

, Why ia it that when a 

ol the Bood, t „„,„diture which would bo more properly put in Private 

t Give an *’‘““1’'® and one which wonld be more properly put in 

Account than in Eipens^ ana Expense. Give a case of cash going 

LTof'ourTo^essIrn ‘.r whYch k^ccount U Lo« and Gain, could well be 

u„..Snv Trill Balance And each partner's present not capital, arranging 
* ’'™rclwl i^^s P»“ and Balance accounts, 

tM they viould be in the ordinary ciosing of the Ledi,er. 

$1000 

loo;. 

1000 


R. S. (Capital) 

M. N. (CapiUl) 

X. Y. (Capital) 

200 R. S' (Envate) 

200 M N.(Private) 

2u0 X. Y. (Privaie) 

7000 Cash 

4500 Ontario Bank 

078 Bills Receivable 

604 Bills Payable 

852 A. R 

473 C. D. 

lOOOO Mdse, (unsold $5800) 

1200 Ontario Bank Stock (unsold $500) 

150 Interest 

Conirnii-iioix 

100 K>:}»€ue« __ 

’WO.M? 


$3883 

3S83 

3884 


4000 

8500 

478 

054 

2611 

673 

7000 

900 

100 

1» 


$80,367 
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IKDEX. 


2 

/Accepted Draft, form of..... . 7 

A-ccount, nature and form of an . . j ^2 

Account, examples of independent . j 9 

** examples of connected .^ 2 g^ 102 

“ object of a set of... * * jgO 

“ averaging of. I 93 

“ classification of. 3 

Assets, nature of . 


130 

Balance, the meaning of the term in closing entries. 

Balance Account, remarks on .j 25 137 

“ Sheet, remarks on . m 

*« “ forms of .» ^23 

“ Trial, remarks on.. 124 

** ** forms of .. ’ 144 

Bills and Notes, remarks on .... 152, 153 

“ ** journalizing of. * gy 

Bills, Due, forms of.. . 94 

Bill of goods, forms of. . . 61 

Bill Book, remarks on. . 74 159 

“ form of. ' 


Capital or Stock Account, remarks on. 

Cash Book, remarks on . •• 

“ forms of. 

Checks, journalizing. 

Classification of Accounts ... 

Closing Ledger Accounts, remarks on. 

Consignments, rem^irks on. 

Day Book, remarks on. 

Days of Grace .i.i*' 

Double Entry, fundamental principles ot. 
“ how it differs from Smgle 

Dr. and Cr., remarks on their use. 

Drafts, forms of... 

“ journalizing. 

Due Bills, forms of. 


20 , 27, 46, 134 

.60, 166 

.71, 178 


153 

193 

129 

152 


44, 60, 104 
.. .. 144 

.28, 103 

.28, 90, 102 

. 11 , 106 

.. 2, 99, 100 
.. 152 

. 97 


E^ual*Dl^t«^rnrCredit8i'a ’hiiidamentai principle of D. E. 

Errors, detection and correction of .. * 

Exaxnination Papers..... 


. 19C 

.28, 102 

. 135 

ii, iii, iv, ▼. 
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11 IKDM. 

General Statement, forms of, Single Entry.41, 66, 82, 88 

“ “ “ Double Entry.125, 188 

Interest Account, remarks on....128, 146 

Inventory Book, remarks on. 62 

Invoice Book, remarks on ..61, 165 

“ form of. 173 

Invoices, forms of. 95 

Journal, remarks on .^... 164 

Journal Day Book, remarks on. .157, 164 

“ ** form of ..168, 170 

Journalizing, general directions for. 165 

Ledger, remarks on . .28, 45, 107 

“ Single and Double Entry, how they differ.28, 90, 102 

“ Accounts, remarks on closing.. 129 

** ** order of closing . 131 

Ledger Postings, proof of, in Single Entry. 60 

Liabilities, nature of ...4, 6 

Merchandise Account, how closed .130, 133 

Merchandise Co. Accounts, example of . 169 

Notes and Bills, remarks on . ^44 

“ “ discounted.161, 163 

“ “ renewal of . 16^ 

“ “ protested for non-acceptance . ... 162 

“ ** protested for non-payment. 162 

Orders, forms of . 96 

Object of a set of Accounts.3, 29, 102 

Posting, on.. .46, 108 

Promissory Notes, forms of .L 97 

Proprietor’s Investment Account, remarks on.20, 27, 46, 134 

Receipts, forms of ... 92 

Sales Book, remarks on. 165 

“ form of. 176 

Shipments, remarks on ... 161 

Single Entry, how it differs from Double Entry..28, 90, 102 

** defects of. 89 

Speculative Property Accounts, remarks on. 130 

Statements, forms of, Single Entry.41, 56, 82, 88 

** “ Double Entry...125, 188 

St^ck or Capital Account .....20, 27, 46, 134 

Trial Balance, remarks '9n........ 123 

“ forms of ..122,124 















































SH. J. (Sage & ®o’0. ilcto ©bitcational ®;ork0. 

HAMBLIN SMITH’S MATHEMATICAL WORKS. 

Authorized for use, and now used in nearly all the principal Schools of 
Ontario, Quebec, Nova Scotia and Manitoba. 

Hamblin Smith’s Arithmetic. 

An Advanced treatise, on the Unitary System, by J. Hamblin Smitit, 
M. A., of Gonville and Caius Colleges, and late lecturer of St. Peter s Col¬ 
lege, Cambridge. Adapted to Canadian Schools, by Thomas Kirkland, 
M. A., Science Master, Normal School, Toronto, and William Scott, B. A., 
Head Master Model School for Ontario. 


12th Edition, 


Price, 75 Cents. 


key.—A complete Key to the abore Arithmetic, by the Authors. 

Price,__ $2.00. 

Hamblin Smith’s Algebra. 

An Elementary Algebra, by J. Hamblin Smith, M. A., with Appendix 
by Alfred Baker, B. A., Mathematical Tutor, University College, Toronto. 
8th Edition Price, 90 Cents. 


KEY.- 

Price, 


-A complete Key to Hamblin Smith’s Algebra. 


$2.75. 


Hamblin Smith’s Elements of Geometry. 

Containing Books I. to VI., and portions of Books XI. and XII.,of Euclid» 
with Exercises and Notes, by J Ha.mblin Smith, M._ A., &c., and Examina¬ 
tion Papers, from the Toronto and McGill Universities, and Normal School* 
Toronto. 


Price, 


90 Cents. 


Hamblin Smith’s Geometry Books, i and 2. 
Price, SO Cents. 

Hamblin Smith’s Statics. 

! By J. Hamblin.Smith, M A , with Appendix by Thomas Kirkland, M. A., 
I Science Master, Normal School, Toronto. 

j pj*iQ0 90 Cunts. 

j —--■ ■ — - 

I Hamblin Smith's Hydrostatics. 75 Cents. 

i ____ 

I KEY. —Statics and Hydrostatics, in one volume. $2.00. 

I Hamblin Smith’s Trigonometry. $1.25. 

KEY.—To the above. $2.60. 



































1. J. ©aije & (!i:o’ 0 . (£^n^t^ional Slorks. 


MASON’S GRADUATED SERIES OF ENGLISH GRAMMARS^ 

Mason's Outlines of English Grammar. 

For the use of junior classes. 

45 Cents. 

Mason’s Shorter English Grammar. 

With copious and carefully graded exercises, 243 pages. 

Price. ^ Cents. 

Mason s Aavanced Grammar. 

Including the principles of Grammatical Analysis. By C. P Mason, 
D. A.. F. C. F., fellow of University College, liOndon. Enlarged and 
thoroughly revised, with Examinations Papers ad Jed by W.Houston. M.A., 

27tli Edition, price, . 75 Cents- 

“ I asked a grammar school inspector in the old country to send me the 
best grammar published there, lie immediately sent Mason’s. The chap¬ 
ters on the analysis of dilMcnlt sentences is of itself sufheient to jdace tlie 
work far beyond any English Grammar hitherto before the Canadian pub¬ 
lic.”—Alex. Sims, M. A., II. M. II. S., Oakville. 

English Grammar Practice. 

This work consists of the Exercises appended to the “ Shorter English 
•Grammar,” pubJshcd in a separate form, 'rhey are arranged in progn^ssive 
lessons in such a manner as to be available with almost any text book of 
Ibi'^lis'h Grammar, and take the learner by easy stages from the simplest 
En°dish work to the most difficult constructions in the language. 

Price, . SO Cents. 

Outlines of Englisn Grammar. 

These elementary ideas arc reduced to rcs:nlar form oy means of careful 
definitions and plain rules, illustrated by abundant and varied examples for 
practice. The learner is made acquainted, in moderate measure, with the 
most important of the older fonns of Engli.sh, with t!ie way in which words 
arc constructed, and with the elements of which moJent English is mad a 
up. Analysis is treated so far as to give the power of de.almg with sen¬ 
tences of plain construction and modeiate dilicully In tlie- 

English Grammar 

the same subjects are presented wdth much greater fulness, anu carried to 
a more advanced and dilhcult stage. ’J'he w'ork contains ample matena,a 
for the requirements of Competitive Examinations reaching at le^t tlie 
standard of the Matriculation Examination of the University of London 

The Shorter English Grammar, 
is intended for learners who have but a limited amount of time at 
posal for English studies; hut the e.xpcrience of schools inwhich .it h^ 
been the only English Grammar used, lias shown that, when well mastered, 
this work also is sufficient for the London M.itriculatun Exanu nation. _ 




























1 . J. ®agc & ®o’0. JletD ©iutational ®orH 0 . 


BOOKS FOR TEACHERS AND STUDENTS, BY DR. McLELLAN. 

Examination Papers in Arithmetic. 

By J. A. McLellan, M. A., LL. D., Inspector of Schools, Ont., and 

Thomas Kirkland, M. A., Science Master, Normal School, Toronto. 

“ In our opinion the best Collection of Problems on the American Con¬ 
tinent.”— National Teachers Monthly, N. Y. 


Seventh Complete Edition. 


Price. $1.00. 

Ex^amination Papers in Arithmetic.—Part I. 

By J. A. McLellan, M. A., LL. D., and Tnos. Kirkland, M A. 
Price, _ - - - - Cents. 

This Edition has been issued at the request of a large 
School teachers who wish to have a Cheap Edition for the use of the 
pupils preparing for admission to High School. 

Hints ^nd Answers to Examination Papers 
in Arithmetic. 

By J. A. McLellan, M. A., LL. D., and Tnos. Kirkland, M. A. 
Fourth Edition. * ’ ^ ' $1.00. 

McLellan’s 


I. 


Mental Arithmetic.---Part 

Containing the Fundamental Rules, Fractions and Analysis. 

By J. A. McLellan, M. A., LL. D., Inspector High Schools, Ontario. 
Third Edition, - - - “ . SO Cents. 

Authorized for use in the Schools of Nova Scotia. 

McLellan’s Mental Arithmetic.—-Part II. 

Specially adapted for Model and High School Students. 

Third Edition, - - ~ Price,^45 Cents. 

The Teacher’s Hand Book of Algebra. 

By J. A. McLellan, M. A., LL. 9. 

Second Complete E dition, _ - - * $1-25. 

Teacher’s Hand Book of Algebra.—Part I. 

Prepared for the use of Iiitennediate Students 

Price, - • - 75 Cents. 

Key to Teacher’s Hand Book of Algebra. 

Second Edition, - - -_ °rice, $1.50 | 









































®. J. ^ QLo'0, Ueh) ©ixtcatianal @Sark0. 


BEST AUTHORIZED ELEMENTARY TEXT-BOOKS IN GRAMMAR. 

Revised Kd» Miller’s Language Lessons. 

Price. _ 25 Cents. 

PROOFS OF THE SUPERIORITY OP MILLER’S REVISED EDITION OYER ALL OTHERS. 


Its enormous sale. ,, ^ . 

Nearly two hundred thousand have been sold within the last four years. 

Miller’s Swinton’s is authorized by the Education Department for use in 
the Schools of Ontario. 

Only Edition adopted by the Protestant Board of Education of Montreal, 
and used in many of the principal Schools of the Province of Quebec. 

Onlv Edition used in the Schools of Newfoundland. 

Only Edition adoi^ted by the Supt.of Education for theSchoolsof Manitoba. 

Miller’s Revised Swinton is used in nine-tenths of the principal Schools of 
Ontario. 

Only Edition prepared as an Introductory Book to Mason’s Grammar, 
both having the same Definitions. 


A THOROUGH EXAMINATION GIVEN. 

To the President and Members of the County of Elgin Teachers^ Associa¬ 
tion : In accordance with a motion passed at the last regular meeting of the 
Association, appointing the undersigned a Committee to consider the re¬ 
spective merits of different English Grammars, with a view to suggest the 
most suitable one for Public Schools, we beg leave to report, that, after ful¬ 
ly comparing the various editions that have been recommended, we believe 
that “ Miller’s Swinton’s Language Lessons ” is the best adapted to the 
wants of junior pupils, and we would urge its authorization on the Govern¬ 
ment, arxl its introduction into our Public Schools. 

Signed, A. F. Butler, Co. Inspector. J. McLean, Town Inspector. 

J. Millar, M. A., Head Master St. Thomas Collegiate Institute. 

A. Steele, M. A., “ Orangeville High School.' 

N. Campbell, “ Co. of Elgin Modcl«chool. 

It was moved and seconded that the report be received and adopted.— 
Carried unanimously. 


To avoid mistakes, ask for Miller’s Swinton’s. 

Mason’s Outlines of English Grammar. 

AUTHORIZED FOR USE IN SCHOOLS. 

New and Improved Edition. For the use of Junior Classes, by C P 
Ma.son, B. a., F. C. P., Fellow of University College, London. 

Sixth English, and fourth Canadian Edition, price 45 cts. 


From the Daily Globe, Toronto. . 

Mr. C. P. Mason, whose excellent English Grammar” is now the author¬ 
ized text book in the schools of Ontario, has prepared and issued a more el¬ 
ementary and much-needed work entitled “Outlines of English Grammar. 
The text of this work is substantially the same as that of the larger treatise 
' both matter aiid form, except that the very elaborate notes in the latter 
aire either omitted or very much reduced in extent. 





















Revised and enlarged. 

High Schools, Ontario. 

Price, 

Teacher’s Hand Book of Algebra.---Part i. 

Abridged Edition. Containing portions ot the a ove suitable for Inter¬ 
mediate Students. 

Price, 

Key to Teacher’s Hand Book 

It contains over 2,500 Exercises, including about three hundred and fifty 
solved examples, illustrating every type of (iuestion set in elementary Algo 
bra. 

It contains complete explanation of Horner’s Multiplication and Division, 
with application not given in the Text-Books. 

It contains a full explanation of the principles of symmetry, with numer¬ 
ous illustrative examples. ^ 

It contains a more complete illustration of the theory of divisors, with its 
oeautifui applications, thar is to be found in any text-book. 

It contains what aole mathematical teachers have pronounced to be the 
“finest chapter on factoring that has e^e appeared.” 

It contains the latest and best methods of treatment as given by the great 
Masters of Analysis. 

It contains the finest selections of properly classified equations, with 
methods of resolution and reduction, that has yet appeared. 

It contains a set of practice papers made up by selecting the best of the 
questions set by the University of Toronto during twenty j ears. - 

It is a key of the methods, a repertory of exercises, which cannot fail to 
make the teacher a better teacher, and the student a more thorough alge¬ 
braist. 

Read the following notices from the leading authorities in Great Britain 
and United States; 

“ This is the work of a Canadian Teacher and Inspector, whose name is 
honorably known beyond the bounds of his native province, for his exer¬ 
tions in developing and promoting that admirable system of public instruc¬ 
tion. which has placed the Dominion of Canada so high, as regards educa¬ 
tion, not only among the British Colonics, but among the civilized nations 
of the world. We know of no work in this cmintry that exactly occupies 
the place of Dr. McLellan’s, which is not merely a text book of Algebra, in 
the ordinary sense, but a Manual of Methods for Teachers, illustrating the 
best and most recent treatment of algebraical problems and solutions of 
every kind.’ 

From Barnes’ Eoi cational Monthly, N. Y. 

“ The best American Aljrebra for Teachers that we have ever examined.” 












2®. J. ®a0c & ®o' 0 . ilcto ®tiuratioital SSork©.- 

EXAMINATIOxN SERIES. 

Canadian History. 

By James L. Hitguks, Inspecttr of Public Schools, Toronto. 

ppiCQ 25 Cents. 

HISTORY TAUGHT BY TOPICAL METHOD. 

A PRIMER IN CANADIAN HISTORY, FOR SCHOOLS AND STUDENTS PREPARING FOR 
EXAMINATIONS. 

1. The historj- is divided into periods in accordance with the great na¬ 
tional changes that have taken place. 

2. The history of each pcrio<l is given topically instead of in chronolog- 
ical order. 

3. Examination questions arc given at the end of each chapter. 

4. Examination ^xipers, selected from the official examinations of the 
different provinces, arc given in the Appendix. 

5. Student’s review outlines, to enable a student to thoroughly test his 
own progress, arc inserted at the end of each chapter. 

6. Special attention is paid to the educational, social and commercial 
progress of the country. 

7. Constitutional growth is treated in a brief but comprehensive Aer- 
cise. 

By the aid of this work* students can prepare and revjew for exam¬ 
inations in Canadian History more quickly than by the use of any other 
work. 

Epoch Primer of English-History. 

By Rev. M. Creighton, M. A., Late Fellow and Tutor of Merton College, 
Oxford. 

Authorized by the Education Department for use in Public Schools, 
and for admission to the High Schools of Ontario. 

Its adaptability to Public School use over all other School histories will 
be shown by the fact that— 

In a brief compass of one hundred and eighty pages it covers all the 
work required for pupils preparing for entrance to High Schools. 

The price is less than one-half that of the other authorized histories. 

In using the other Histories, pupils are comiielled to read nearly three 
times as much in order to secure the same results. 

Creighton’s Epoch Primer has been adopted by the Toronto School 
Board, and many of the principal Public Schools in Ontario. 

























S®. J. & €00 llcto (Ebunitional Morka. 

Authorized for use in the Schools of Ontario. 

The Epoch Primer of English History. 

By Rev. M. Creighton, M. A., Late Fellow and Tutor of Merton Collejje, 
Oxford. 

Sixth Edition, - - Price, 30 Cents. 

Most thorough. Aberdeen Journal. | 

This volume, taken with the eight small volumes containing the ac- I 
counts of the different epochs, presents what may be regarded as the most ] 
thorough course of elementary English History ever published. j 

What was needed. Toronto Daily Globe. 

It is just siich a manual as is needed by public school pupils who arc 
going up for a High School course 

Used in separate schools. M, Stafford. Prikst 

We are using this History in our Convent and Separate Schools in Lind. 

say. 

Very concise. Hamilton Times. 

A very concise little book that should be used in the Schools. In its 
pages will be found incidents of English History from A. D. 43 to 1870, in* 
teresting alike to young and old. 

A favorite. London Advertiser. 

The book will prove a favorite with teachers preparing pupils for the 
e*ntrance examinations to the High Schools. 

Very attractive. British Whig, Kingston. I 

This little book, of one hundred and forty pages, presents history in.a 
Very attractive shape. 

W^isely arranged. Canada Presbyterian. 

The epochs chosen for the division of English History are well marked 
—not mere artificial milestones, arbitrarily erected liy the author, but reaj 
natural landmarks, consisting of great and important events or remarkable 
changes. 

Interesting. Yarmouth Tribune, Nova Scotia. 

With a perfect freedom from all looseness of style the interest is so well 
sustained throughout the narrative that those who commence to read it 
will find it difficult to leave off with its perusal incomplete. 

Comprehensive. Literary World. 

The special value of this historical outline is that it gives the reader a 
comprehensive view of the course of memorable events and e.iochs, 
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